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TRIO INTRODUCTION 

Trio is made up of five powerful programs - a word processor, a 
financial spreadsheet, a data manager and the desk accessories- all of 
which are designed to work together. 

As a word processor, TRIO will speed up your ability to write letters, 
reports and other text documents. 

As a spreadsheet, TRIO will help you analyze and report on a variety 
of financial scenarios ranging from yearly Income/ 

Expense projections to loan payments. 

As a data manager, TRIO will organize your files and make it easy to 
sort and retrieve information such as phone numbers, mailing lists, 
inventories, or collections. 

With the Desk Accessories, Trio can help you organize all your work, 
keep track of appointments and help you tidy up your desk. 

However, there are times when you'll want to combine information 
from different parts of the program. Some written reports require 
financial documentation. And the same correspondence needs to be 
personalized but sent to everyone on your mailing lists. Therein lies 
the power of TRIO. 

With TRIO, you can MERGE or INTEGRATE information that you 
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create with any of the four programs. So, if you'd like to include next 
year's spreadsheet projections in your annual report, TRIO will do it. 

If you’d like to send the same letter to all (or some) people on your 
mailing list and insert personal references into each, TRIO will do it. 

These programs individually will make your computer very useful. 
And in combination with TRIO's INTEGRATION capabilities, your 
computer is practically irreplaceable. 


How The Instructions Are Structured 

At first glance, it seems as if there is a lot to learn in order to use 
TRIO. Yet, because each program is simple in design, it's much easier 
than you would think. 

Nevertheless, we have provided plenty of information to make you 
proficient quickly. 

And you can skim over those sections that cover material you already 
understand. 

Each Program Explained Separately 

This user's manual is divided into five parts: TRIO WORD, TRIO 
CALC, TRIO FILE, and the DESK ACCESSORIES . Each program 
has its own separate section in which the operation of the program is 
covered completely. In each section, TRIO's ability to INTEGRATE 
data is also covered so you'll be able to see how the programs work 
together. 

TRIO WORD is the pivotal program when it comes to 
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INTEGRATING information. You will want to merge TRIO CALC 
and TRIO FILE information into TRIO WORD. The program was 
designed this way because you will probably use TRIO s wor 
processing most often. 

Rather than spending time and effort to reenter information, TRIO 
makes it possible to merge existing work together. 

In TRIO FILE, you will leam how to insert names, addresses and other 
data base information; in TRIO CALC, you will see how to convert 
your financial projections or records into files that can be merged ngh 
into any TRIO WORD document. 

Quickstart . t . 

The first thing you’ll find in the instructions for each program is the 
"QUICK START" sheet. This sheet contains all the commands used 
by each program. If you’ve already had a lot of expenence usm gwor 
processors, data bases and spreadsheets, these instructions may be 
you need to use the programs. Once you become familiar 
program, you’ll find that the "Quick Start" sheet comes in handy often. 


Instructions & Samples 

This book also contains step-by-step instructions that cover each 
program. These sections go into great detail as they introduce each 
fimction in the same order that you would naturally discover it. 


The instuctions for each program contain one main example that you 
work with during the course of the instructions. 


Chapter 1 


11 













Trio Plus 


Introduction 


Definitions 

This section defines each function of the program and reviews it 
briefly. 

Definition of Terms" is arranged alphabetically so that you can flip 
through it quickly to find out about a specific function. 

Help Windows 

In addition to the extensive documentation found in the user’s guide, 
SOFTSYNC provides additional information found in the software 
itself. 

In order to give you immediate access to information, the disk contains 
"HELP WINDOWS". At any point while using the programs, you can 
press the HELP command (The Open Apple and H keys) and a 
window appears where you can choose a summary of instructions 
specific to your question. 

This saves a lot of thumbing through the book when you need a quick 
answer. 

You can also display a list of all the commands on screen by pressing 
the Open Apple and the question mark (?) keys. 

This is a fast reminder of each command and the key used to access it. 

It's worth the time to go through the manual once with the program in 
the computer. Once you've reviewed each step, you probably can rely 
on QUICK START and the HELP WINDOW for future questions. 
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System Requirements 

TRIO will operate on either an Apple //c or lit that has 128K and an 
80 column board. It will also work on the Apple IIGS and the Laser 
128 and the Laser 128EX Because the program uses an 80 column 
screen, a monitor is the preferred method of display. 

The program will operate with one or two disk drives. The volume 
name of the master disk is called /TRIO. 

When saving or loading data, the program will look for a disk without 
"/TRIO" as a volume name to store onto or retrieve from 
automatically. So if you have a two drive system, the data will go on o 
the data disk, regardless of which drive it is m. In a single drive 
system, be sure to insert the data disk in the drive when loading or 
saving files. 

A printer is very useful with the programs. Just about all common 
printers and interfaces are supported. The special features, 
printer, such as boldface, underline and character pitch, can be used as 

well. 


Loading TRIO 

Assuming your computer, monitor, disk drive and printer are hooked 
up, you are ready to proceed. Start with the computer s power off. 

Remove the master disk from its protective sleeve and carefully place 
it, label up, into the disk drive and close the door. The oval shaped 
slot that exposes the disk itself should go in first. 

(By the way, that exposed section should never be touched with your 
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fingers because it contains data, and it's very delicate.) 

Turn on the power switch on the computer. 

If it's already on, press the Open Apple, Control and Reset keys 
simultaneously. 

The drive will run, the red light will go on, and within 15 seconds you 
should see the TRIO MENU on screen. 

Any of the five programs - WORD, CALC and FILE - can be loaded 
here, simply by pressing the number next to the program name. 


In The Computer And On The Disk 

When you are using TRIO, there are times when information resides in 
the memory of the computer and other times when it resides on a disk 
set up to store your information. This is an important distinction 
because you will frequently need to save the data you generate from 
the computer onto a disk. 

When you load TRIO into the computer, the program resides in the 
memory of the computer. Yet it is still stored on the master disk. 

Why? Because you instructed the computer to retrieve a COPY of the 
program from the disk. The original remains on the master forever, 
unless you specifically instruct the computer to erase it. 

However, when you type a letter using TRIO WORD, the letter resides 
in the memory of the computer only until you save it to a disk. If you 
make changes in the letter or erase a portion of it, these changes only 
exist in the memory of the computer, until they have been saved to 
disk. 
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Data Disks 

You should always keep a few formated data disks handy to store 
information on. Blank disks out of the box need to be formatted or 
initialized before they will store your data. This can be done using the 
routine that Apple included in their utility disk. 


Backing Up Your Data 

The data that you store on disk usually represents many hours of work. 
Therefore you should excerise a great deal of caution to make sure you 
can retrieve the data. 

Disks are very delicate. They are vulnerable to dust particles, dirt, 
pollutants, fingerprints, heat, cold, magnetic fields and anything else 
that might prevent the drive from reading the information on the disk. 
And they fail at the most critical moments. 

It is imperative that you make frequent back up copies of your data 
files. Whenever you are working on a document, stop occasionally, 
insert your data disk and save a copy of your work. If the power 
should fail after that you may lose some data but you'll at least have 

what you saved on the disk. 

You should also keep two data disks around. Save your file onto the 
first one, then save the same file onto the second one. 

If the first disk should fail, you'll be able to regain the data from the 

back up. 

Taking a moment each time you save to make at least one, or even two 
copies of the file you are working on is a worthwhile investment. 
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Another good investment is buying high quality, reliable disks. 

These following instructions will guide you through the important 
process of creating, editing, storing and retrieving your documents 
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TRIO WORD: 

The Word Processor 


Quick Start Reference Sheet 

Note: the general functions use the "Apple" keys on either side of 
the space bar with letters. Print functions and variable definitions 
are created with Control keys and letters. Letters created by the 
Control key appear inverse on screen and do not appear in the 
print out. 

Command Keys 

OA Designates the6 key or the 4 key. 


OA 

A 

DEFINE ASCII CODES FOR PRINTER 

OA 

B 

ACCESS THE DATA BASE FILES FOR 
MERGING 

OA 

C 

COPY (MOVE) TEXT 

OA 

D 

DISK: LOAD, SAVE, RENAME, DELETE, 
SHOW DIRECTORY 

OA 

E 

ERASE RANGE OF TEXT 

OA 

F 

FIND AND REPLACE TEXT 

OA 

H 

HELP SCREENS 

OA 

I 

INSERT/STRIKE OVER TYPING MODES 

OA 

J 

JOIN (INTEGRATE) TEXT FROM THE 
KLIPBOARD 

OA 

K 

KLIPBOARD SCREEN FOR ALTERNATE 
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TEXT STORAGE 

OA 

L 

SET LEFT MARGIN 

OA 

M 

AVAILABLE MEMORY REMAINING 

OA 

N 

SET PAGE NUMBERS 

OA 

P 

PRINT OPTIONS 

OA 

Q 

QUIT AND GO TO ANOTHER 
PROGRAM 

OA 

R 

SET RIGHT MARGIN 

OA 

S 

SET PAPER SIZE: LENGTH AND LINES 
PER PAGE 

OA 

u 

UNDO OR RESTORE TEXT THAT WAS 
ERASED 

OA 

? 

A LIST OF COMMANDS IS DISPLAYED 

OA 

Tab 

SET/ERASE TAB 

OA 

Space 

INSERT A SPACE 

OA 

Delete 

DELETE CHARACTER UNDER THE 
CURSOR 

OA 

1 

MOVE CURSOR TO NEXT PARAGRAPH 

OA 

2 

MOVE CURSOR TO PREVIOUS 
PARAGRAPH 

OA 

[ 

MOVE CURSOR TO BEGINNING OF 
PAGE/DOCUMENT 

OA 

] 

MOVE CURSOR TO END OF 
PAGE/DOCUMENT 


CURSOR ARROW KEYS 

OA UP MOVE UP ONE SCREEN 

OA DOWN DOWN ONE SCREEN 

OA LEFT MOVE CURSOR TO LEFT SIDE OF 

SCREEN 
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OA RIGHT MOVE CURSOR TO RIGHT SIDE OF 

SCREEN 

PRINTER AND VARIABLE COMMANDS. 

(lower case, inverse characters) 

Control V DEFINE KLIPBOARD VARIABLE 
Control D DEFINE DATA BASE (MAIL MERGE) 

VARIABLE 

Control G LINK FILES (GLOBAL) 

Control S (#) SPACES BETWEEN LINES 

Control N (#) LEAVE NEXT n LINES BLANK 

Control B (#) BLANK REST OF PAGE 

Control P (”")NAME PAGE HEADER 

Control L HEADER LEFT 

Control R HEADER RIGHT 

Control O HEADER CENTERING ON 

Control C CENTER TEXT 

Control F # FLUSH RIGHT TEXT (l=ON, 0=OFF) 

Control E FULL JUSTIFY (Even Text) 

Control T TAB INDENT 5,10 OR 15 CHARACTERS 

THE ESC KEY (TOP RIGHT CORNER) CAN BE USED TO 
CANCEL ANY COMMAND. 

THE RETURN KEY IS USED TO CONFIRM OR ENTER A 
REQUESTED PROMPT. 

THE DELETE KEY BACKSPACES TO ERASE TEXT. (Open 
Apple and DELETE erases the character underneath the cursor. 
Open Apple and the SPACE key inserts spaces at the cursor.) 
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TRIO WORD: 

The Word Processor 


When you select TRIO WORD, the program will load and first 
display a screen that looks like this: 



The top and bottom areas of the screen are designed to keep you 
informed about the program at all times. 

At the bottom of the screen is a list of all the commands. This 
means you are in the standard text entry mode. Pressing the Open 
Apple key and the first letter of any command will put WORD 
into that selected mode such as "print" or "copy." 

The bottom of the screen also acts as a "message center." Specific 
prompts appear here to guide you through the function you've 
accessed. 
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The top of the screen will always tell you where the cursor is 
located in a document. 

The center of the screen is your blank piece of paper. You'll be 
typing here as you normally would do with a typewriter. But, as 
you'll see shortly, it's not your ordinary Underwood. 

Unlike a typewriter, WORD lets you make the changes you want 
instantly. If you to make the first paragraph the last, or you want 
to remove the fourth paragraph entirely, it will accommodate you. 
It’s just a matter of knowing the instructions required to carry out 
these modifications. 


Screen Display 

There are a couple of things you should know about the relation of 
the screen display to your final printed page. Type a few lines of 
copy just to get a feel of the keys and the screen. You'll notice that 
as the letters go across the screen, the numbers at the left top of the 
screen are changing. They are telling you what line or row your 
cursor is on and what column it is in. 

The screen you are looking at displays up to 80 characters across. 
This is the number of characters a standard 8 1/2" by 11" sheet of 
paper holds edge to edge. Actually, when you first load the 
program, the display defaults to 64 characters, which would leave 
8 space margins on both sides of a standard piece of paper if you 
printed it out. 


Setting Margins 

The way a document looks on screen is the way it will look on 
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paper. Adjust margins using the OA L (left) and OA R (right) 
commands. 

Press the Open Apple and L keys. The bottom of the screen will 
display the current left margin setting and asks you to enter a new 
one. If you enter a number and press the RETURN key, the screen 
will move the text to the new left margin. 

The right margin can be reset similarly. The minimum margin is 
two columns wide and the maximum is 79. 


Cancel A Command 

Whenever you enter any mode in the program, you can always get 
out of it by simply pressing the ESC (escape) key. For example, if 
you entered the margin reset mode above and didn't want to 
proceed, pressing ESC will bring back the command list and 
nothing will be changed. 

Deleting Text 

As you type in text the cursor moves from left to right across the 
screen. If you press the delete key (top right comer) the cursor 
will move to the left, erasing characters as it goes. 

If you press the Open Apple key and the DELETE key 
simultaneously, characters underneath the cursor are erased. Thus 
the cursor stays in place and the characters to the right are pulled 
toward it. 
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Word Wrap 

Another feature that distinguishes the word processor from a 
typewriter is that when you reach the end of a line, you don't have 
to press RETURN. The cursor jumps to the next line 
automatically. If a word is too long to fit on a line, the whole word 
moves to the next line, which is called word wrap. 

As you enter more text and fill the screen you'll notice that the 
"paper" never seems to run out. All the words run off the top of 
the screen as you type. That's because the screen is a 'window' 
that shows a portion of your document 19 lines at a time. 

When you finish typing in a document, you'll usually want to 
make changes before printing it on paper. You can do that by 
using the editing features found in the program. 

These are generally the three stages to word processing. First you 

write, then you edit, and then you do something with the final 

document like store it on a disk or print it out. 



Help Screens 

Although it seems like there are a lot of commands to remember, 
the program gives you plenty of on-screen support. 

First, the commands are displayed at the bottom of the screen. 
Pressing the Open or Closed Apple keys and the first letter of each 
command puts you into that mode. 

Second, if you forget exactly what a command does and you don't 
want to flip through the documentation, press the OA and ? keys 
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and a window will open that lists every command along with a 
brief definition. Scroll through it using the arrow cursor keys and 
close it by pressing the ESC key. This won't affect the document 
you are currently working on. 

The list is always in the computer so it's available to you instantly. 

Third, if you need quick operating instructions for any of the 
features, press the OA and H keys and a HELP window will open 
up, giving you a choice of topics. Choose the one that will 
provide the operating instructions you need by pressing the 
number next to it. 

An abbreviated explanation will appear on the screen which you 
can scroll through using the arrow keys or exit using ESC. 
Remember that the information is stored on the TRIO master so 
that disk will have to be in the drive to access this feature. 

The HELP Window doesn't affect the document you are currently 
working on and when you press Escape, you'll be returned to the 
point in the document where you left off. 


Um 1 Coll TRIO WORD Main Taxt 


I.Tho Keyboard 

2. The Mail 

3. Load & 

4. Text Ed 

5. Copy & 
«. Erase 

7. Find & 1 

6 . Prints 
Khpboai 

A. Aseii t' 

B. Insort t 

To COPY or MOTE text, grass 0 A C. Safer 1 or 2 

I at t&a groapt to sakst COPY ©r MOVE. 

(MOVE tbs orlgi&ri t«* afar wgyfcff ft) 

Now, move Um rorser to t&i fkfi&alag of tie 
saotfon mat to COPY or MOVE, grass 

RETURN. Hiatt aow tJu evnor to t&a oad of tta 
swtten 70 * mat to COPY or MOVE aM grass 
RETURN. 




USE 1 1 TO SCROLL WINDOW; PRESS ESC TO EXIT 
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Commands 

Once you become proficient in word processing, you'll want to 
jump around between these stages all the time. There may seem to 
be a lot of different keys and commands you have to use to do so, 
but you'd be surprised how quickly you'll come to know all the 
keys and the functions they carry out. 

Remember that there are the two areas on the screen that will keep 
you abreast of what is happening: the changing reminder at the 
top of the screen and the command list and message center at the 
bottom. 


Load A File 

Before we go any further, it would be helpful to have some text 
loaded to demonstrate some of the TRIO WORD features. We put 
a sample letter on the master disk which you can load. 

Press the OA and D keys. The bottom of the screen will display 
this message: 

1 Disk Commands:0 

| Head 2.$av» 3-Rename 4J>eleta § .Directory grange 7. Fermat 

Press 1 and RETURN. 

Type /IRIO/LETTER for the file name you want to load. The 
name appears at the bottom. 

Be sure it is typed exactly the same as it appears here — no extra 
spaces or the program won't recognize it on the disk. The master 
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disk should be in the drive. Press RETURN and the LETTER file 
should appear on screen after several seconds. 

Now we have some text to work with. 

Putting the directory name /TRIO in front of the file name 
LETTER tells the program to find that file on the TRIO master 
disk. 

Ordinarily when you are asked to enter a file name you can leave 
out the directory name. The program automatically searches for 
files on any disk other than the TRIO master. 

Note: if you had any text already on screen when you loaded 
LETTER, the letter will appear at the end of the existing text. 
You'll see later how this feature helps you merge documents 
together. 


Moving Around 

When you have a lot of text typed, it can't all fit on the screen at 
once. Picture your text or "document" as a long sheet of paper and 
the screen as a window that you can move up and down the 
document to view it. 

The arrow cursor keys allow you to move the cursor around the 
whole document. 

The LEFT and RIGHT arrow keys move the cursor across the 
page. The DOWN arrow key SCROLLS the cursor down through 
the document (moving it up off the top of the screen) while the UP 
arrow key SCROLLS the cursor back up again. By holding either 
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key down, the pages will scroll continuously. 

For example, in the LETTER document you just loaded, the end of 
the letter isn't on screen. Hold the down arrow key and watch the 
cursor move down the screen until the top of the document scrolls 
off the top of the page and the end of the letter appears. 

You can jump up or down one complete screen at a time using the 
up and down arrow keys with the Open Apple key. Press OA and 
the down arrow and the cursor will jump to the next screen page. 

If you try this with the sample letter, you'll see this is a fast 
method of moving through a long document. 

Pressing the Open Apple key and the left or right arrow keys will 
jump the cursor to either the left or right side of the line it is 
currently on. 

Maybe you would like to move from paragraph to paragraph as 
you edit text. Use OA and the 1 key to move the cursor to the next 
paragraph and OA 2 to move back one paragraph. 

The left and right bracket keys (near the RETURN) along with the 
OA key will move your cursor to the beginning or end of a 
document. Press OA [ (left bracket) and you'll find yourself at the 
beginning of the sample letter. Press OA ] (right bracket) and the 
cursor will instantly be at the end of the letter. 

Those are your alternate methods of moving the cursor around the 
text for editing and reviewing purposes. 
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Typing In Text 

As you probably have already noticed, text is entered by pressing 
the keys. When the end of a line is reached the cursor jumps to 
the next line. If you want to delete letters, press the delete key and 
the cursor reverses over them. 

There are two modes you can use when entering text: INSERT or 
STRIKE OVER. 

Switch between them by pressing the OA and I keys. Press OAI 
once and "INSERT ON" will appear at the right top of the screen. 
Do it again and you are back in STRIKE OVER mode. 

When you are in the INSERT mode, you can insert text anywhere 
you wish in the middle of a document. Any text that follows your 
insert will be "pushed" down to make room for it. 

To demonstrate this, go to the first paragraph of the sample letter 
and place the cursor at the end of the first sentence that ends with 
"... called TRIO." Press the OA and I keys and "Insert" will 
appear at the top of the screen. 

Now type "I know it's been a while since I last wrote but that's 
because I didn't have a word processor." As you can see the 
following sentence is pushed to make room for the addition. 
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STRIKE OVER mode does the opposite of INSERT. Press OAI 
and type in the middle of some existing text. As you can see, this 
erases the existing text, leaving the newly typed text in its place. 

STRIKE OVER mode lets you quickly get rid of text you don't 
want. If you want to change the letter greeting from "Mom" to 
"Pop," just type right over "Mom" rather than erase one and type 
the other. 


Setting Tabs 

You might like to indent each paragraph or line up a column of 
numbers in your text. The OA and Tab keys allow you to set or 
erase tabs in the text. 

Move the cursor to the column where you want a tab set (it doesn't 
matter what line you are on) and press the OA and Tab keys. To 
erase a tab, simply place the cursor on a column where the tab has 
previously been set and press OA Tab. The OA Tab is a toggle so 
use it to switch tabs on and off. Pressing the Tab key in Insert 
mode adds spaces to the text. In the Strike Over mode pressing 
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Tab moves the cursor to the next tab position. 


Copy And Move Text 

Once you've typed in some text, you might decide that you want to 
move the fifth paragraph down below the sixth paragraph or that 
you want to duplicate a paragraph and put it somewhere else. 

A Copy/Move feature gives you the ability to do this easily. Press 
the OA and C (COPY) keys. At the prompt "Copy or Move" enter 
1 to copy or 2 to move text. The bottom of the screen will prompt 
you to move the cursor to the beginning of text you intend to copy 
or move and Press RETURN. 


Lin* 9 Col 35 TRIO WORD bs*rt Or. Main T*xt 



Any^/Biy, TRIO i» my final c hole® an d rm pleased wfth it. 

B ecause you are a class A hacker, i knewyou could shewma how 
this work* in minute*. 

But i think l« be pretty easy to loam myseff. There ere alot 
of Instated one, examples, sample Ideas, on screen HELP programs, 
etc. In fact I'm writing t his letter vflh barely* glance at the 
Instructions. If you get R, I means I figured out howto pMR. 


Copy from: 

Move cursor to end of range and press RETURN. 


Next you'll be prompted to move the cursor to the end of the text 
you want to copy or move. Press RETURN again. These steps 
allow you to define the "range" of text you are working with 
(which appear on screen highlighted in inverse type). 

The next prompt asks you to first move the cursor to the point 
where you want the text (or a copy of it) to appear and then to 
press RETURN. 
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You can try this with the sample letter. Press OA C. At the 
prompt "Copy or Move" choose the MOVE option. The message 
"Copy from: Move cursor to start of range and press RETURN" 
appears. 

Put the cursor at the beginning of the fifth paragraph that starts 
"The salesman..." and press RETURN. A prompt "Move Cursor 
to end of range and press RETURN" appears. Move the cursor to 
the end of the paragraph, after "...the alphabet." and press 
RETURN. As you can see, the text appears highlighted. 

Next the prompt "Copy to: Move cursor to destination and press 
RETURN" appears. Move the cursor to the line above the last 
paragraph and press RETURN. The text will be moved to that 
position. 

Erase Text 

As illustrated before, you can erase text, character by character, 
using the delete key. But whole blocks of text can be erased at 
once using the Erase Range feature. 

To use this feature you define a range of text just as you did in 
COPY but instead of copying the range, you actually make it 
disappear. Press the OA and E keys. The bottom of the screen will 
prompt you to move the cursor to the beginning of text you intend 
to erase and then press RETURN. 

Next you'11 be prompted to move the cursor to the end of the text 
you want to erase and then press RETURN. These steps define 
the "range" of text to erase which appears on screen highlighted in 
inverse type. 
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Try the ERASE feature in the sample letter. Press OA E and the 
prompt "Move cursor to start of range and press RETURN" will 
appear. 

Scroll down towards the end and place the cursor at the paragraph 
that starts with "So long, Mom." Press RETURN. 

Next, the prompt "Move cursor to end of range and press 
RETURN" will appear. Move the cursor to the end of the sentence 
and press RETURN. The highlighted text will be erased. 


Undo An Erase 

Sometimes after you erase something, you might realize that it 
wasn't such a good idea. And you'd like to get it back. That is the 
purpose of the Undo Erase feature. 

When you erase a block of text, it actually is stored in the memory 
of the computer. If you press the OA and U keys, that text can be 
restored back anywhere you specify in the text. However the 
memory space only holds one block of erased text at a time so you 
can only recover the last thing you erased. 


Multiple Copies Of A Range 

Whenever you use the copy, move or erase features, the range you 
defined is placed in an "Undo Buffer." You can then insert or 
"paste" a copy of the text block in a document as many times as 
you want by using the UNDO command (OA U) described above. 

For example, the sentence you just erased is still in the UNDO 
buffer so you could "paste" that as many times as you want in the 
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text. Press OA U, move the cursor to the end of the letter and 
press RETURN and the text will appear. Press OA U and 
RETURN again and the text will be duplicated. 


Find And Replace Text 

This feature allows you to search through your documents for a 
particular word or group of words. You can also replace each 
occurrence with another word or group of words. 

For example, you probably noticed in the sample letter that almost 
every occurrence of "the" was spelled wrong. Rather than go 
through and find each one and manually change it, you can use 
this feature to make the change automatically. 

Press the OA and the F keys. At the bottom of the screen enter the 
word or words you want to find (up to 60 characters). In the 
example, you can easily fix the misspelling of "the." You'll be 
prompted to enter the word that you wish to find, i.e. "teh." Then, 
the word you wish to replace "teh" with, enter "the" and press 
RETURN. 


Line 29 Coll TRIO WORD 


HSBexpenslye software just did too many things — I mean who 
needs to know teh internal Rate of Return on their lawn mower. I 
thought teh time spent learning teh software could be better spent 
becoming a commercial pilot or surgeon. 

Of course teh oheap stuff didn't do anything. One financial 
program was savvy enough to turn my $2,000 computer into a 
$3 calculator. 

Teh salesman (who was extremely patient with me) gave me a 
demo of a word processor so easy that "even your mother could 
use this/' he said. Ha, I thought, he should only know that you were 
a wic at Wordstar when he was learning teh alphabet. 


Find and Replace: 

1. Find Next 2. Change, Then Find 3. Change AH 4. Exit 
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The following options will be displayed: 1.) Find the next 
occurrence. 2.) Change, then find the next occurrence. 3.) 

Change all occurrences automatically. 4.) Exit the mode. 

Start by pressing ”1.) Find Next" to find the first occurrence of the 
word or words. 

The cursor will highlight the first letter. If you want to change it, 
type 2 to "Change, Then Find." 

If you don’t want to change that particular occurrence but continue 
searching, press 1 to "Find Next." 

You can also change every occurrence automatically by pressing 
3.) Change All. This is a faster method but it doesn't give you the 
chance to check each occurrence. 

If at any time you want to stop searching, press 4 to exit the 
operation. 

The program searches the file starting at the cursor position to the 
end. If you want the whole document searched, put the cursor at 
the beginning of the text by pressing OA [ twice. 

There are a lot of uses for FIND AND REPLACE. Repetitious 
words or phrases can be abbreviated in a long document and later 
changed to the full word or phrase. 

Form letters can be constructed so that personalized phrases can 
be inserted. (Surely you've received a letter which goes like this: 
"Dear Mr. Occupant, you and the Occupant family may be the 
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lucky winners of..." That is simply a computer running a form of 
FIND and REPLACE.) 


Format A Disk 


As mentioned earlier, you will need to format disks to store your 
data. This can be done using the ProDOS format routine m the 
Utility program that came with your Apple or by usrng the format 
option in the disk section of TRIO. 


To format a disk using TRIO, place the master TRIO disk in one 
drive and a blank disk in the data drive. Be sure it has no files on 
it that you want because this will erase them. 

Press the OA and D keys, choose option #7, specify the slot 
number (#6 for 5.25" drives or #5 for 3.5" drives), data drive 
number (usually #2) and follow the prompts to enter a dtsk name. 
Disk names: 

- Must begin with a letter. 

- Can be made up of letters, numbers and periods. 

- Can be up to 15 characters long. 

- Cannot have any spaces. 

- Cannot be named TRIO. 


Save A Document 

Eventually you will want to save the information you have typed 
into TRIO WORD onto a disk for later retrieval. 

When saving a document, remember to put your data disk mtothe 
drive. If you have a single drive system, take out the master drsk 


Chapter 2 


35 






Trio Plus 


The Word Processor 


and insert the data disk. In a two drive system, leave the master in 
one drive and the data disk in the other. 

The program automatically saves data to a disk other than the 
master, which is called "/TRIO." When formatting, don't name 
your data disks TRIO. 

To SAVE your data, go to the Disk Options function by pressing 
OA D and the following choices will appear: 



Press 2 to SAVE your document and type in the name you want to 
save the document as. The name can be up to 15 characters, either 

letters or numbers. Don't use any special character keys, 
punctuation or spaces in your file names. 

When you have entered the file name, press RETURN and the 
program will send the data that is currently in your computer off to 
a data disk. 
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Now that you have modified your sample letter, you should save 
this version. The file already exists under the name LETTER on 
the master disk, but you can save it under the same name on the 
data disk. 

Frequently you will retrieve a file, say RESUME, make changes 
and resave it back to the same disk. When you save it, the 
program looks at the files on the disk and sees that a RESUME file 
already exists. So it will prompt you with "Replace Existing File 
(Y/N)." 

If you answer Y, the modified RESUME file in the computer will 
replace the old one on the disk. If you answer N, the program will 
display the file name so you can modify it. If you want to keep 
the old version and save a new one, change the file name to 
something different like RESUME2. 


Save A Range 

You can save a portion of a file by going to the disk options (OA 
D) and choosing option #6: Range. As prompted, define a range 
of text in the same way the copy, move or erase options work. 
Then enter a file name and that range will be saved to disk. 


Loading A File 

As long as we are discussing the process of saving a file, let's 
review the loading process and cover the remaining disk options. 

Press OA D to access disk options. Press 1 and RETURN to 
LOAD a file. 
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Type in the file name EXACTLY the way you saved it and press 
RETURN. The drive will go on and the file should appear within 
a few seconds. 

A "Path Not Found" message means the data wasn't found on the 
disk. Be sure you have the correct disk in the drive and check the 
file name by looking at the directory (see below). 

The computer is very literal and won't find "Nickysletter" if you 
saved it as "Nicksletter." 

If you already have a file on the screen, the file you are loading 
will be placed at the end of the existing one. This is useful if you 
need to combine files or standard paragraphs. 

Load in LETTER again so you can see how the revised letter will 
be loaded at the end of the first copy. Now scroll down the 
document and you'll see two copies of the letter. 

Rename a File ==—= = 

Once in a while you might want to rename a file on your data disk. 
Go to the Disk Options (OA D) and press 3 on the menu. Enter 
the current name of the file, followed by a comma, and then the 
new name you'd like. Press RETURN. 


Delete a File 

You can also delete a whole file from a data disk using menu 
choice 4 in the Disk Options section. You'll be prompted to enter 
the name of the file and then to press RETURN. 
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Be sure you really want to delete it because once it’s gone, it won't 
comeback. 


The Disk Directory 

To examine the names of all files on a disk, go to the Disk Options 
section (OA D) and choose 5. Enter the directory name - the 
name you gave the disk when formatting. 

You don’t need to enter a name here if your data disk is mthe 
drive. Press RETURN and the program will look for the data disk 
regardless of it's name. You only need to enter a directory name if 
you have more than one data disk in the drives and want to specify 
one to examine. 


Format A Disk 

As covered earlier, formatting a disk is necessary before 
information can be stored on it. Place a new disk in the data dnve 
and follow the prompts: enter a directory name, up to 15 
characters long, of letters, numbers or penods with no spaces. 


Clear File From Memory 

If you have a document in the computer memory and you want to 
clear it out, press the OA and Q keys (to Quit). Choose #1 to clear 
it. This is cleared ONLY from memory, not from disk if you saved 
it. 


Document Size 

The size of the document that you can store in the computer s 
memory depends on the width of the margin and how many 
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characters are on each line. 

Press the OA and M keys to see how many lines of text are 
available. When you run out of lines you can save that document 
to disk and continue by starting a new file. 


Global Files 

If you are writing a document that is larger than the memory size 
of the computer there is a method used to connect files together. If 
you were writing a book, you could store each chapter as a 
separate file. When you print these files, you can chain them 
together using a Global File feature as explained in the Printing 
section. 


The Klipboard Feature 

The "Klipboard" is accessed by pressing the OA and K keys. This 
is an electronic clipboard where you store text that is later inserted 
into the main text. This allows tremendous flexibility in creating 
documents quickly and, almost, automatically. 

The text can be anything from standard paragraphs to names and 
addresses that you want to merge into forms or letters. 


Variable Text 

Text in the Klipboard is referred to as VARIABLE TEXT because 
the names or paragraphs each have a variable name. Here's how to 
create variable text.. 

First go to the Klipboard by pressing the OA and K keys. The top 
of the screen indicates that you are in this section. 
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Next, press the CONTROL key which is on the left side of the 
keyboard above the SHIFT key. At the same time press the v key 
and then any letter or number key. 

Control keys such as v should be entered in lower case. These 
will appear as inverse text on the screen (i.e. v 1 or va). This is a 
VARIABLE NAME. Type an equal sign (=) and anything you 
wish to define as variable text. When you have finished, press the 
RETURN key to signal this is the end of the text to be defined by 
that letter. 

For example, Variable A might be a whole sentence or simply a 
person’s name. But it must end with a RETURN key symbol. 
Consequently each block of variable text can only be up to a 
paragraph long. 

You can have up to 36 variable (a-z, 0-9) names. 

Now, return to the main text area. If you embed the VARIABLE 
NAME into the main text, the program will go to the Klipboard 
and automatically insert the VARIABLE TEXT into the main text 
at that point. 

The actual integration of the text is done by pressing the OA and J 
(JOIN) keys. When everything is set in the text and on the 
Klipboard, Press OA J and the merge takes place. 

Here are two typical applications: 

You find that the business letters you send are very similar, except 
you use a few interchangeable paragraphs. You can store all of the 
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standard paragraphs that you use in the Klipboard giving each a 
single character name. Instead of typing in the paragraphs you 
need over and over, you just pull them out of the "collection" by 
their code name. 

Your letter may open "Dear Bill" but the rest may consist of 
paragraph numbers to which the computer will plug in the 
appropriate sentences. 

You can also have a standard letter with variables embedded into 
the body of it. In this approach, you can use the same text and 
variables in the main area but redefine the variables in the 
Klipboard. That's how you can put Bill's actual name in the third 
paragraph of a letter and send the same letter to Mary with her 
name embedded in the same place. 

Setting up your Klipboard will take a few minutes. You can save 
the final form and, if you use it frequently, it will save you a lot of 
time in the long run. 

Here's a couple of specific examples to give you an idea of the 
Klipboard's potential: 

You can go to the Klipboard by pressing the OA and K keys. It 
should be empty. (Go back to the main screen by pressing OA K 
again.) 

Press Control and the v key. An inverse v in lower case appears 
on the screen indicating that you are about to NAME a variable. 
Name it the letter a (lower case). Follow that with an = (equal) 
sign. 
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Then, leaving NO spaces, type the text you wish to define as a 
variable. It can be as long as you want but MUST be followed by 
a RETURN key symbol. 

In other words, you are saying "the variable a is equal to the 
following text which ends at the RETURN key." Whenever you 
refer the variable a in the main text, it reproduces this paragraph. 



Let's create an all-purpose form letter for a book editor. Define the 
paragraphs as follows: 

(Control) va=Thank you for your call yesterday and for describing 
the book you have written. 

(Control) vb=Thank you for your recent letter and the description 
of the book you have written. 

(Control) vc=From your description, the book sounds fascinating 
and seems like it could have great commercial value. 
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(Control) vd=However, it is not the type of book we generally 
publish and I will have to decline your offer of an evaluation 
manuscript. Thank you for your interest. 

(Control) ve=Please send me a manuscript to evaluate for possible 
publication. I will look forward to hearing from you. 

As you can see, any combination of these six paragraphs can be 
used in a form letter for all book inquiries. 

Go back to the Main Text screen by pressing the OA and K keys. 
Type in the opening of a letter (name, address and salutation). 

Then drop in your variable names as needed as shown below: 

Mr. Bob Smith 
22 Main Road 
Chips, NB 44404 

Dear Mr. Smith, 

(Control) VB 
(Control) VC 
(Control) VE 


Sincerely, 

Nancy Jackson 
Book Editor 
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In other words, thanks for the letter, Bob; we like the book; send a 
copy for review. Now, to insert the variables into the letter in the 
Main Text screen, press OA and the J (JOIN) keys. 


Instantly, the alternate text scrolls into your letter and you are 
ready to either SAVE it or PRINT it 



Form Letters 

Another way to use this feature is to embed variables into a 
standard letter and then change the variables in the Klipboard. A 
variable embedded into a letter might refer to a person's name. In 
the Klipboard you could change that person's name and it will 
change it in the subsequent letter. 

This is how to create a form letter: 

You send out the same letter each week to different people. So you 
embed variable codes to automatically insert a person's first and 
last name and a specific date. 

Natalie Shore 
14 Western Ave. 

Bayview, MD 33030 


Dear (Control) vf, 

You will be pleased to know, (Control) vf that you and the 
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(Control) vl family have been chosen to guest host the Tonight 
Show during the week of (Control) vt. 

Sincerely, 

Johnny 

In this case, you can go to your Klipboard and change (Control) vf 
(representing a first name), (Control) vl (last name) and (Control) 
vt (time) for each different letter. 

For Natalie's letter they would be defined as follows: 

(Control) vf =Natalie 
(Control) vl=Shore 
(Control) vt=Dec. 5th 

For the next letter you could simply change the variables to the 
appropriate name and date. 

Remember, once a variable is defined, you can use it as many 
times as you want. If you wanted to refer to Natalie throughout 
the letter, just drop (Control) vf into the text. Then when you use 
the letter for another person you don't have to hunt around for all 
references to Natalie. Change the definition of (Control) vf in the 
Klipboard from Natalie to whomever you want instead. 

You can edit text in the Klipboard the same way you do in the 
main text area. 

If you use an undefined variable in the main text, the JOIN will 
halt and the cursor will flash over the name of the nndpfin p<j 
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variable. Go back to the Klipboard and define it in order to 
continue. 

When you create the shell of a form letter, you should save it then 
to disk and recall it whenever you need it. Once you actually 
insert the variable text (OA J), you should also save this new ^ 
document with a new name. Then you can go back to the^ clean 
version, without specific names or text inserted into it, to do 
another letter. 


Klipboard text is saved to disk the same way main text is saved. 
When yon are in the Klipboart, press OA D (Disk Options) and 
choose 2 to save. This will save only the information m the 
Klipboard. You might designate Klipboard text in your file name 
by naming it "Ktext" or "Kdata." 


Printing Your Documents 

Now that you are writing with TRIO WORD and saving and 
loading files, you probably want to print a copy of your work. 


Printing is easy with TRIO WORD. The program defaults to the 
most common print format so most of the time you just press OA 
P (Print) and go. However, you have full flexibility to change the 
look of your documents using features like boldface, underline, 
italics, text justification and automatic headers if your pnnter 
supports them. 


If you have a document on the screen and the printer is on-line, 
you can print it by pressing the OA and P keys. The following 
defaults are set: 
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— The margins will print at 8 and 72, or whatever columns you 
presently have set. 

— The lines will be single spaced. 

-- It will print 54 lines on a sheet of paper that is 66 lines long (8 
1/2” by 11"). 

-- The page numbering is turned off. 

These defaults can be modified as you will see shortly. Before 
printing, the program will ask if the paper you are using is 
continuous or single sheet. If you answer N to the prompt 
"Continuous Paper (Y/N)" the printer will pause between pages so 
that you can load up another piece. 

When the printer starts a prompt will appear: 

1.) continue 2.) pause 3.) cancel 


Change The Margins 

As mentioned earlier, you can change the margins simply by 
pressing the OA L key to change the left margin and OA R to 
change the right margin. 

The screen shows the current setting. When you enter a new value 
and press RETURN, you'll see the screen reformat to the new 
margin setting. 


Set Page Numbers 

Although page numbering is turned off when you start, you can 
turn it on by pressing the OA and N keys. A prompt will ask if you 
want to turn the page numbering on while printing, and then will 
ask for a starting page number. 
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By the way, even when page numbering is turned on, it won't print 
a 1 on the first page. That is the standard style used in reports or 
letters. 


Set Paper Size 

This feature lets you inform the program what the physical length 
of the paper is and the number of lines that you want printed on 
each page. 

Printers generally print six lines to an inch, so a standard 8 1/2" by 
11" sheet of paper has 66 available lines. The program defaults to 
printing 54 lines per page because that leaves six blank lines or a 
1" space at the top and bottom of each page. 

When you press the OA and S keys, two prompts appear: 

Set page size: Enter the number of lines the page has (# inches x 

6 ). 

Set line per page: Enter the number of lines you want printed on 
each page. 

For example, if you were printing on 8 1/2" by 14" paper (84 lines 
long) and wanted a 1" margin top and bottom you would enter 72 
lines per page. 


Embedded Print Commands 

There are a number of other commands available to you for 
printing. These are actually embedded into the text using the 
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Control key (left side, above Shift) and a letter key. The letter 
appears mverse on screen, but win not be printed out. 


To embed a code, press the Control key and the letter which 
designates the command (such as s for spaces between lines). 


Then, if required, follow that command with a number for 
example a 2 after Control S to signify that you want to’double 

thenumber** D ° ^ 3 Sp3Ce between control letter and 


^ put a number of commands on the same line but they 
MUST be separated by colons with be NO spaces between 
commands. Every command line MUST end with a RETURN key 


Lfn# i Col 1 


■ 1: i : B :1 Tr» bt««r a 

M». Robort* 8. J©fi*sr 
15 M*w StrooS 
Conlorvill#, NS 

Door Mom, 

TRIO * 0,1 "»¥ «•" vordproowsor «*ibd 
W * b ! fn * wM1# **"* 1 M thoVs boooust 


CmHmms P*j>«r (Y/H)T 


If you embed a command at the beginning of a document, that 
command is used throughout the text unless you embed a contrary 
command ater in the text. For example you can designate that the 
header will be printed on the left side of the paper at the 
begmning, using Control L. If you embed a Control R on page ten 
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of a document, the header will subsequently be printed on the right 
side. 

Space Between Lines: Control S# 

Press the Control and S key followed by the number of lines you 
want to leave between each line of text: l=single space, 2=double 
space, 3=triple space. If you put this command on the first line, 
the whole document will print out with that spacing. If you want 
to change the spacing later in the document, you can embed 
another Control S# at that point. 


Next N lines Blank: Control N# 

To leave a block of lines blank, press Control and N. Follow the 
inverse N with the number of lines you want to skip. 


Blank Rest of Page: Control B# 

To leave the rest of a page blank (at the end of a chapter, for 
example) and start printing on the next page, use Control B. To 
leave more than one page blank use a number after the B. 


Center Text: Control C 

Embed a Control C before the text you want centered. The 
program will center all text until it reaches a RETURN key 
symbol. This is usually used for a title so a RETURN key at the 
end of the title turns off the centering and defaults back to "flush 
left" or, if these were set, "flush right" or "justify." 


Flush Right Text: Control F 

Embed an inverse FI (ON) to cause text to be printed flush right. 
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This will cause the right margin to be even and the left margin to 
be jagged. Embed an inverse FO to turn it off. 


Full Justification: Control E 

This will make the text EVEN on both margins. This works as a 
toggle so you can later embed another Control E to turn it off. 
Indents and lines with carriage returns are not affected. 

Name Page Header Control P M " 

Enter an inverse P and follow it with up to 40 characters in 
quotation marks as your page header. This text will automatically 
print at the top of each page. 

Page Header Left: Control L 

Page Header Right: Control R 
Header Centering ON: Control O 

Set the position where the header will appear at the top of the 
page. If you do this at the beginning of the document, it will print 
on each page as instructed. 

Tab Indent Margins: Control T 

You can embed a margin indent of either five, ten or 15 characters 
for blocks of text using the Control T command, followed by a 1 
(for five characters), 2 (ten) or 3 (fifteen). This command will 
indent both the left and right margins. 


Ascii Code Macros 

You can store up to ten pre-defined ASCII codes that will instruct 
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your printer to take advantage of special features such as boldface, 
italics and underline. 

When you press the Open Apple and the A keys (this is not a 
control command), a window opens with 10 lines (0-9). On each 
line you can enter a particular printer code that will be represented 
by the line number. 

If you sent the decimal codes 27, 33 to an Imagewriter printer, it 
would print the text in boldface. If you sent 27,34 the boldface 
would be turned off. 

Here you can assign "boldface on" to line 0 and "boldface off" to 
line 1. Then, whenever you wish to print a paragraph (or any 
portion of one) in boldface, you would embed a Control AO at the 
beginning of the text and a Control A1 wherever you want the 
boldface to stop. Enter A and the number. 

Perhaps line 2 and 3 could represent italics on and off, and 4 and 5 
could represent underline on and off. 

The decimal codes vary from printer to printer. You will need to 
consult you printer manual to find which ones your printer 
recognizes. 

When you save your document, the codes are saved with it. You'll 
have to create a new macro list specifically for each new 
document. Macros are not saved when you save a Range of text 
using the disk options. 
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Global Printing 

As mentioned earlier, text files can be linked together during 
printing so that every file on a disk can be printed as a single 
document using the same headers and incremental page numbers. 

At the end of the first document, press the Control and g keys. An 
inverse g appears on screen. Type in the file name of the 
document you want to print next. The end of that document 
should have the file name of the next document in the batch to 
print and so on. 

When the first document is printed, the program dumps that file, 
loads the next and prints it, continuing the page numbering. You 
have to be sure you put in the exact file name so the program can 
find it. 

Files can be on different data disks, as long as you include the 
disk's path or directory name with the file name that is entered 
after the Control g. The path name is followed by a slash and the 
file name. For example, /TRIO/LETTERS would instruct the 
program to load the sample letter from the TRIO master disk. 

Integrating TRIO Programs 

If you are using all three TRIO programs you can see that it would 
be useful to take the projections created with TRIO CALC and 
integrate them into a report in TRIO WORD. It would also be 
nice to send a standard letter to every person in your data base 
mailing list without having to re-type each name. 
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The integration process in TRIO is grounded in WORD. CALC 
and FILE data can easily be merged into a WORD file as 
explained below. 

Integrating TRIO CALC Files With TRIO 

WORD Documents 

The TRIO CALC spreadsheet is used for projecting financial 
scenarios. You can create a report or statement using CALC and 
then move it over to WORD by converting it to a text file. You 
will need to be familiar with CALC in order to follow these 
instructions. 

Load CALC and then the spreadsheet you want to merge into 
WORD. Then go to the Print Options section (OA P). 

Here the menu offers you the ability to set up a block of the 
spreadsheet to either be printed or "printed to disk" (which 
converts it to WORD compatible text). Press 1 to set block. 

You can set the number of rows to print to disk by typing rl :54 
which means print Rows 1 through 54 or whatever the number of 
rows are in the spreadsheet. 

If you are familiar with TRIO CALC, then you know that each cell 
is a certain length. If the first eight cells are nine characters long, 
then setting the block range of CL8 would mean printing columns 
1 to 8 which would be 72 characters wide. 

This is the block that will be saved to the data disk as a WORD 
text file. By setting it up 54 rows deep and 72 characters wide, 
you can see that it will fit on a TRIO WORD screen that was set to 
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72 columns wide. If your CALC block exceeds 72 characters, you 
will have to either reformat it or set a smaller block. 

Once the block is set, you can go to selection 4 of the Print 
Options menu: "Print To Disk." Enter a Print-to-disk Pathname, 
which is no longer than 15 characters, then press RETURN. 

Incidentally, this procedure creates a new file. Your original 
CALC file with all the formulas remains intact on the data disk. 
The difference is that this new file no longer has "live" formulas 
on it so it won't calculate any mathematical changes for you. But 
the original CALC file will if you need to update a projection or 
make changes. 

You can go to WORD now and load this new file as text. All of 
the editing and printing features in WORD can now be used with 
this file. You can also load it into the Klipboard and merge it into 
a main file at any point. 

By the way, you don't have to merge the CALC file with main text 
in WORD. In CALC, the "print to disk" instructions refer to how 
you can use the TRIO linking character to link files together. This 
is the GLOBAL command discussed above. 

Once you have converted a CALC file, it's just like WORD text so 
you can link it together in a print out like you can with any other 
WORD file. Put the Control g symbol at the end of the text 
document followed by the converted CALC file name to print both 
in succession as explained above. 
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Integrating TRIO FILE Records With TRIO 
WORD Documents 

You have seen TRIO WORD'S ability to create form letters 
demonstrated in the sections on the Klipboard and Variable names 
and text. You can also do mail merging between a WORD 
document and your FILE records using a similar technique. For 
example, if you have a data base that looks like this: 


Field 1: 

Name 

Field 2: 

Address 

Field 3: 

City 

Field 4: 

State 

Field 5: 

Zip Code 

Field 6: 

Phone 


And you wish to "mail merge" the Name, City and State fields into 
this letter: 

Dear (control) da, 

You’ll be pleased to know that out of the 
millions of book lovers in the state of (control) db you were 
chosen to receive a lifetime supply of the world's greatest novels, 
bound in a single classic volume. 

We will be presenting this grand gift to 
you in person when we visit (control) dc on September 7. 


Sincerely, 
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Classic Books, Inc. 


Go to FILE and choose the Print Options (OA P). First configure 
the fields that you want to use in the mail merge. 

Press option 5 and enter the fields you are using, separated by a 
SLASH. 

In this case you would configure it to print fields 1 (name), 4 
(state) and 3 (city) to the disk so you would type 1/4/3 and press 
RETURN. It doesn't matter which order the fields are configured 
except that is the order they will be saved in when you print to 
disk. 

The maximum number of fields that can be configured for 
merging is 26. 

Next choose option #4: Print To Disk and press RETURN. Enter a 
Print-to-Disk Pathname of up to 15 characters and press 
RETURN. TRIO FILE will create a file of just those fields on 
disk. In this case the data will be saved in this new order: Name, 
State, City. 

Now you have a new TRIO FILE file which can be read by TRIO 
WORD. Load up TRIO WORD again. 

Since this is a complicated process the first time, it's best to follow 
the example step by step. The fields that you saved — Name, State 
and City - are going to be referred to as da, db and dc (lower 
case) when they are embedded into the text. That is the first, 
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second and third field. 

If you had printed 26 files to disk for merging they would be mail 
merge variables da through dz. The "d" distinguishes the data 
base variables from any of the regular Control v variables that 
might be stored in the Klipboard. 

Now, using TRIO WORD, create the above sample letter in the 
main text area. Insert the mail merge variables in the text as 
shown above — Control d plus a, b and c — by pressing the Control 
key and typing a d followed by the single character. 

Remember the sequence you saved your fields in, since the 
program uses this sequence to assign the variables. The program 
automatically assigns these variables to the fields you selected, in 
the order you selected them. 

Press the OA and B keys to access the data base mail merge file. 
You'll be prompted to enter the name you stored it under. Be sure 
the disk that you have stored those files on is in the drive. 

The program will search through the letter and look for the first 
variable. When it comes to the variable da (name), it will go to 
the first record in the "print to disk" file. It will take the 
information from the first field (name) and insert it into the letter. 

Then the program will continue to search the letter for the next 
variable. When it comes to db (state), it will go to the "print to 
disk" file and get the information from the second field and insert 
it into the letter. It continues to insert the information until it runs 
out of variables in the main text. 
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When the program is finished with this routine, it will display a 
message asking if you want to print the letter, save it to a disk, 
merge all the files continuously or exit from the merge. 

After either printing or saving the first complete letter, the next 
record will be merged the same way and the options will be 
displayed again. This process continues until you reach the end of 
the records that you printed to disk. 

If you choose the "Print All" option, all the files will be printed 
automatically. 

Should you want to quit the mail merge process (let's say after 50 
letters from a batch of 100), select the "Exit Merge" option or use 
the cancel option during printing. 


When You Have Finished Using WORD 

When you finish writing, merging, printing and saving your work 
with TRIO WORD, you can either load up another TRIO program, 
go on to use other software or stop using the computer by simply 
pressing the OA and Q (Quit) keys. 

A menu will give you the option of clearing the document 
currently in memory, loading TRIO CALC or TRIO FILE, exiting 
to another program, or canceling the command. 


TRIO WORD Definition Of Terms 

To access the general WORD functions, use the Open and Closed 
Apple keys on either side of the space bar, along with the first 
letter of the command you want. Access print functions and 
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variable definitions using the Control key along with the 
appropriate letter. 


Command Keys 

Press the first letter of the key word along with the (OPEN 
APPLE) or (CLOSED APPLE) key. 


OAA: ASCII CODES 

-- Define and store up to ten ASCII codes at a time. This will 
allow you to take advantage of special printing features such as 
boldface, italics, and underlining. 

Press the OA and A key and a window with 10 lines (numbered 0- 
9) will appear. Enter one or more codes as decimal numbers on 
each line. 

You can then use this line number from now on to call up the 
particular code. Remember to enter the letter a and the number. 

Just drop a Control AO or A1 (and so on) anywhere in your main 
text. Whatever follows will be controlled by the printing feature 
represented by the variable you embedded. To turn any feature 
off, embed a "shut off" code at the end of the range you want 
affected. 

Consult your printer manual for the codes you should use and refer 
to the main WORD section of this manual for specific hints and 
examples. 
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OA B: ACCESS DATA BASE FILES FOR 

MERGING 

Use this command to access TRIO FILE records that you have 
converted to WORD files using the Print-to-Disk feature (see 
PRINT OPTIONS in the TRIO FILE section). 

The program will assign variable names to your records in the 
order you entered them for merging. 

Insert variables DA-DZ in your main WORD document to call up 
these records. Refer to the main WORD section of this manual for 
a more detailed explanation of this integration feature. 

OA C: COPY (MOVE) TEXT 

— Define a range to be copied or moved to another area of a 
document. Prompts at the bottom of die screen instruct you to 
move the cursor to the beginning and end of the range you want to 
copy (or move) and also to move it to the area in which you'd like 
this text to appear. 


OA D: DISK OPTIONS 

- Use OA D to access any one of seven disk options: LOAD, 
SAVE, RENAME, DELETE, DIRECTORY, RANGE and 
FORMAT. 

To LOAD a file, press #1 and enter the file name exactly as you 
saved it. Press RETURN. 

To SAVE a file, press #2 and enter any alpha-numeric name of up 
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to 15 characters and press RETURN. Don’t use any punctuation 
(except a period), special symbols, OR SPACES when naming 
files. 

To RENAME a file, press #3 and enter the exact name of the file 
to change, followed by a comma and the new name. Press 
RETURN. To DELETE a file, press #4, enter the exact name of 
the file you want to erase, and RETURN. 

To view the DISK DIRECTORY, press #5 and if your data disk is 
in a drive, press RETURN when asked for directory name. To 
view the directory of a specific disk volume, enter the volume 
name preceded by a slash at the prompt. 

To save a RANGE of text, press #6 and mark the beginning and 
end of the range to save by moving the cursor and pressing 
RETURN. Enter a file name and press RETURN. 

To FORMAT a data disk, press #7, specify the slot number 
(usually #6), the data drive number (usually #2), enter a disk name 
and press RETURN. TRIO must be in one of the drives. 


OA E: ERASE RANGE OF TEXT 

— Define a range to erase. Follow the prompts at the bottom of the 
screen. You will be instructed to place your cursor at the 
beginning and end points of the range you want to erase. Then 
simply press RETURN and it's gone. 

OA F: FIND AND REPLACE TEXT 

— Search your document for a particular word or group of words. 
You can also replace each occurrence of the word (or words) with 
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something else. 

When you press OA F, you'll be presented with a menu of 4 
options: 1.) Find the next occurrence 2.) Change, then find the 
next occurrence 3.) Change all occurrences 4.) Cancel the 
mode. 

When you want to find something, you'll be prompted to enter the 
word or group of words you're looking for. If you wish to change 
what the program "finds" to something else, you'll be prompted to 
enter the word or words to replace the original entry. You can't 
search for a block of text that is longer than 60 characters. 


OA H: HELP SCREENS 

- Press OA H and a Main Help Menu will appear on-screen. This 
lists the "Help Topics." Press the number next to the topic you're 
interested in and a window will appear with a brief summary of 
the feature. 

Use the arrow keys to scroll the windows. Press ESC once to 
return to the Main Help Menu, twice to return to the program. 


OA I: INSERT/STRIKE OVER 

— Use OA I to access the two text entry modes. Press OA I once 
and the message "INSERT ON" will appear in the top right comer. 
In this mode you can insert text anywhere by placing the cursor at 
the place where you want it and typing. Existing text will be 
"pushed" down to accommodate this new text. 

Press OA I again and you’ll switch back to STRIKE OVER mode. 
In this mode you can type over existing text. 
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OAJ: JOIN (INTEGRATE) TEXT FROM 

KLIPBOARD 

-- Press OA J once you've assigned all your Klipboard variables 
and then plugged them into the main text with which you want to 
merge them. OA J tells the program to go ahead and start 
searching for variables to replace with text stored in the Klipboard. 

OA K: KLIPBOARD SCREEN 

- Using this unique electronic clipboard, you can store stock 
text,names, addresses, or any block of text you'd like to access 
often. Press OA K, and once you're in the Klipboard, begin 
assigning variables. 

To create a Klipboard variable, press the Control key and follow it 
with a lower case v. Next enter any lower case letter (a-z) or one¬ 
digit number (0-9) and an equals sign (=). Make sure there are no 
spaces in this string. After the =, enter the block of text you want 
to store. This is called "variable text." 

Go back to your file and embed these variables in the text. 

Once you press OA J, the program goes to the Klipboard and 
replaces the variables with the variable text you assigned them. 

Example: Control va=Dear John. 

OA L: SET LEFT MARGIN - Press OA L to reset the 
left margin. A prompt at the bottom of the screen asks you for the 
new number (the screen holds 80 characters per line). 
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OA M: AVAILABLE MEMORY REMAINING 

- Any time you are working on a document, you can press OA M 
to find out how many more lines of text the file will accept. 


OA N: SET PAGE NUMBERS 

- Use OA N to turn page numbering on (normally it is off). A 
prompt will ask if you want to print page numbers and then will 
ask for a starting page number. Even when page numbering is on, 
a 1 will not appear on the first page. This is the standard style 
used in reports and letters. 


OA P: PRINT OPTIONS 

- Press OA P when you're ready to print a document. There are a 
number of defaults already set: 

- The margins are set at 8 and 72, leaving 8 spaces on either side 
of an 8 1/2" by 11" piece of paper. 

- Single spacing. 

- 54 lines on a sheet of paper that is 66 lines long (8 1/2" by 11"). 

- Page numbering off. 

You can change these defaults by using a variety of printer 
commands that you embed in the text (as explained below). 

When you're ready to print, follow the prompts at the bottom of 
the screen and press RETURN. 

OA Q: QUIT 

- Press OA Q to clear out the document currently in the 
computer's memory, quit TRIO WORD and either LOAD another 
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TRIO program, or exit TRIO. 

OA R: SET RIGHT MARGIN 

~ Press OA R to change this margin setting. A prompt at the 
bottom will ask you to enter a new number. 


OA S: SET PAPER SIZE 

— Use this command to specify the paper size you're using and 
how many lines you want printed on a page. Printers generally 
print 6 lines to an inch, so a piece of 8 1/2" by 11" paper has 66 
lines. The program's default is 54, which leaves an inch free at the 
top and bottom of the page. 


OA U: UNDO ERASE 

— Press OA U to retrieve the last thing you erased using OA E. 
Any time the erase, move or copy features are used the text is 
stored in the UNDO buffer and can be "pasted" anywhere in a 
document. 


OA ?: LIST COMMANDS 

— Press OA ? keys for a list of all command keys with an brief 
overview of how they work 


OA Tab: SET/ERASE TAB 

— Put the cursor at the point in the text where you want to insert a 
tab and press OA Tab. Press OA Tab at a tab location to erase it. 


OA Space: INSERT SPACE 

— To insert spaces at the cursor position, press the OA and Space 
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bar. 


OA Delete: DELETE UNDER THE CURSOR 

— Pressing OA and the Delete key erases the character the cursor 
is on top of. Pressing just the delete key erases text to the left of 
the cursor. 


OA 1: MOVE CURSOR TO NEXT 
PARAGRAPH 

- Press OA 1 in a document to jump to the next paragraph. 

OA 2: MOVE CURSOR TO PREVIOUS 
PARAGRAPH 

— Press OA 2 anywhere in a document to jump to the previous 
paragraph. 


OA [: MOVE CURSOR TO BEGINNING TO 
DOCUMENT 

— Press OA [ once to return to the top of the screen, twice to 
return to the beginning of the document. 


OA ]: MOVE CURSOR TO END OF 
DOCUMENT 

— Press OA ] once to go to the bottom of the screen, twice to go to 
the end of the document. 


OA UP CURSOR KEY 

- Press the OA key and the up arrow key to scroll up one screen. 
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OA DOWN CURSOR KEY 

- Press the OA key along with the down arrow cursor key to 
scroll down one screen. 


OA LEFT CURSOR KEY 

- Press the OA key and left arrow to jump the cursor to the first 
column of a line. 

OA RIGHT CURSOR KEY 

- Press the OA key and right arrow to jump the cursor to the last 
column of a line. 


Printer And Variable Commands^ 

To access any of these commands, press the Control key along 
with the appropriate letter. It will appear in inverse characters on 
the screen. 

Control V: Define Klipboard Variable - Assign a variable to a 
block of text you wish to store in the Klipboard. Press the Control 
key followed by a V and any other letter or one-digit number (A- 
Z or 10-9). Next enter the equal sign (=) followed by the block of 
text you wish to store. 


Example: Control VA=Dear John. 

Control D: Define DataBase (MailMerge) Variable -- Embed 
data base variables (that have been created in the Print-to-Disk 
section of TRIO FILE) into a TRIO WORD document. These 
variables are structured the same way as Klipboard vanables are, 
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except the "V" becomes a "D" here. 

Control G: Link Files (Global) — Use Control G to link separate 
files for continuous printing. 

Press Control G at the end of the first file and enter the name of 
the next one to be printed. Continue this procedure for all the files 
you want to link. 

Control S: Spaces Between Lines — This function controls the 
spacing between lines. The default is single spacing. To change 
this setting enter a Control S followed by a number (1 for single 
space, 2 for double space, 3 for triple space). 

Control N: Leave Next "N" Lines Blank — To skip any number of 
lines between text, press Control N and the number of lines you 
want to skip. 

Control B: Blank Rest of Page — Use Control B to leave the rest 
of a page blank. If you want more than one page left blank, enter 
a number after Control B. 

Control P: Name Page Header - To print out a heading on the top 
of every page, press Control P and follow it with a header of up to 
40 characters in quotation marks. The page header will not p rint 
on page 1 — this is standard for reports and letters. 

Control L: Header Left - Control L sets your header at the left 
side of the page. 

Control R: Header Right - Control R sets your header at the right 
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side of the page. 

Control O: Header Centering ON -- Control O centers your 
heading. (You can always switch back and forth between these 
three header commands). 

Control C: Center Text — Any text that follows a Control C will 
be centered. 

Control F #: Flush Right Text - Control FI causes any text that 
follows to be formatted flush right on the page. Control FO (zero) 
turns flush right off. (Flush left is the default). 

Control E: Fully Justify Text — Control E will cause the margins 
of any text that follows to be even on both sides. This works as a 
toggle so you can embed another E to turn off the justification at 
any point. 

Control T#: Block Tab or Indent - Press Control T, followed by a 
number (1,2 or 3) to indent the text 5,10, or 15 spaces on both 
sides. 

Use the ESC key to cancel any command. 

Use the RETURN key to confirm or enter 
information. 

Backspace with the DELETE key to erase text 
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TRIO CALC: 

The Spreadsheet 

Quick Start Reference Sheet 


Command Keys 

OA Designates the6 key or the * key. 


OA B BLANK OR ERASE THE CONTENTS OF A CELL 
OA C COPY (OR MOVE) CELL, ROW, COLUMN OR BLOCK 
OA D DISK OPTIONS: LOAD, SAVE, RENAME, DELETE, 
SHOW DIRECTORY 

OA E EDIT WITHIN A CELL (SAME AS OA=) 

OAF FORMULA ENTRY 

OA G GO TO ANY DESIGNATED CELL LOCATION 

OA H HELP SCREENS 

OA I INSERT BLANK ROW/COLUMN 

OAL LENGTH OF CELL: CHANGE COLUMN WIDTHS 

OA M MATRIX: NUMBER OF ROWS AND COLUMNS; 

ALSO MEMORY AVAILABLE 
OA O AUTOMATIC RECALCULATION ON/OFF (TOGGLE) 
OA P PRINT OPTIONS 
OA Q QUIT TRIO CALC 
OA R RECALCULATE 

OAS STYLE OF DISPLAY: LEFT, RIGHT,$, 

DECIMAL 
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OAT TEXT ENTRY INTO CELL 
OAV VALUE ENTRY INTO CELL 
OA W WINDOW SET BY COLUMN OR ROW 
OAX DELETE ROW/COLUMN 

OA Z ZERO: SETS EMPTY CELLS AS’O'OR’ERROR' 

OA < SHOW ROW WINDOW 

OA A SHOW COLUMN WINDOW 

OA ? LIST COMMANDS FOR QUICK REFERENCE 

OA [ BEGINNING OF PAGE/SHEET 

OA] END OF PAGE/SHEET 

NOTE: USE THE ESC KEY TO QUIT ANY 
OPERATION. 

CURSOR KEYS: 

OA UP MOVE UP ONE SCREEN 


OA 

OA 

OA 


DOWN 

LEFT 

RIGHT 


DOWN ONE SCREEN 
LEFT ONE SCREEN 
RIGHT ONE SCREEN 


MATH SYMBOLS: 


+ 


A 


ADDITION 

SUBTRACTION 

MULTIPLICATION 

DIVISION 

DESIGNATE RANGE 
EXPONENTIATION (To the power of...) 
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TRIO CALC:The Spreadsheet 

What is the TRIO CALC and what can you do with it? 

TRIO CALC is an electronic spreadsheet, a computer version of 
those large green financial worksheets with rows and columns that 
you always see around the controller's desk in the office. 

Those sheets were used for recording and tabulating numbers, and 
that is the purpose of TRIO's spreadsheet as well. 

With a spreadsheet, a company can set up a budget with each 
month across the top row and the upcoming year's expected 
income and expenses running down the left column. 

When you start using a spreadsheet, the figures you enter are often 
projections or estimates based on price quotes or past experience. 

But if you want your financial documents to contain meaningful 
information, adjustments must constantly be made. 

Think about it. If sales go down one month, how will it affect 
your cash flow? If expenses are higher during the summer, how 
do you increase sales to meet them? Any change, any small 
fluctuation in the market affects the results of your entire sheet. If 
you were using a paper financial spreadsheet, each time you made 
a change, you would have to recalculate the entire sheet manually. 
With TRIO CALC, you insert formulas into the sheet and the 
program recalculates your changes — instantly! 

What follows is a step-by-step operating guide to TRIO CALC 
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with specific examples to guide you through its many features. 


Loading TRIO CALC 

Let's load the program up and have a look at CALC's layout. 

Assuming you have your computer hooked up and turned on, 
carefully insert the Master Disk, label up, into the drive and close 
the door. The oval slot that exposes the disk goes in first. Avoid 
touching that area because it is very delicate. 

TRIO is self-loading, so all you have to do is wait for the Main 
Menu to come up. 

As you can see, you can start with any TRIO program. Choose 
#2: TRIO CALC and the program will load. 

You will see a screen that looks like this: 



The screen is divided into two sections. The center is your work 
area, just as it is in the TRIO WORD layout. The bottom contains 
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operating information. 

At the bottom of the screen is the menu of command keys. 

These keys will allow you to perform a variety of important 
functions which provide you with additional operating commands. 
These commands can be accessed by using the OA (open apple) or 
CA (closed apple) key along with the first letter of the command. 

The bottom of the screen also provides you with specific prompts 
when you access any of these command keys. 

The work area of the screen has numbers 1-8 across the top and 1- 
19 along the left side. 

In the left comer, there is a white block which is the CELL 
POINTER. It shows you where you are in the spreadsheet. 

There's a lot more to TRIO CALC than meets the eye, however. 

Picture a sheet with as many as 99 columns or 999 rows. What 
you are looking at now (the work area) is only a small "window" 
or a comer of that sheet. 

And picture in these cells a series of mathematical formulas that 
will instantly calculate thousands of numbers. 


Moving Around The Sheet 

You can move to any section of the sheet by using the same 
ARROW cursor keys used in TRIO WORD. They are located at 
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the right, bottom of the keyboard. 

Press any of the keys (up, down, left, right) and the white 
CELL POINTER will move. If you use the OA key with any one 
of these cursor arrows, you can move an entire screen in the 
direction of the arrow you choose. 

Hold down the arrow key and the CELL POINTER will move to 
the bottom of the screen. You’ll notice that the row numbers on 
the left will change, getting higher. 

This indicates where you are on the sheet. If the cell pointer is 
next to the 50, you are 50 rows down, in the first column. 

Press the right arrow key, and it moves the cell pointer to the right 
of the screen. 

You'll notice that the numbers are changing at the top of the screen 
- 5,6,7,8,9. Again, you are moving to a different location on the 
sheet. If you stop at COLUMN 9 (showing at the top) then your 
cell pointer is sitting at a cell which could be called ROW 50, 
COLUMN 9. 

Every cell has a unique name; Row 50, Column 9 is called: r50c9. 

As you can see at the bottom left of screen, right above the menu, 
the PRESENT CELL LOCATION is displayed. You can watch 
this change as you move the cell pointer around the sheet. 
Whenever you move the cell pointer, this locator will tell you 
exactly where you are. Right now it should read r50c9 and when 
the cell pointer is at the top left of the screen it would read rlcl. 
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If you use the OA key with any of the arrow cursors you can move 
one full screen in the direction of the arrow. 

Beginning/End Of Document Keys 

Let's go back to the home comer (or beginning of document) for a 
minute. Press OA [ (the left bracket symbol near the RETURN 
key) once and the cell pointer moves up to the top of the screen. 
Press it again and it goes to the rlcl (Row 1, Column 1) cell. 

This works wherever you are. Press OA [ once to go to the top of 
the display, twice to go to the top comer of the sheet. 

Similarly, to go to the end of the screen, press OA ]. Press it twice 
and you'll find yourself at the end of the document. 


Making Entries 

If you to enter a number now, it would be placed in location rlcl 
(Row 1, Column 1) because that’s where the pointer is sitting. 

Let's work with a simple entry for a moment, putting some 
numbers into cells the same way we would on a paper spreadsheet. 
Remember, the menus at the bottom of the screen lists key 
functions used in the program. 
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The first command key to familiarize yourself with is the VALUE 
key. Suppose you want to enter a number or VALUE in cell 
rlcl(Row 1, Column 1). Hold down the OA and V keys, the 
"VALUE" prompt appears at the bottom of the screen. 

Start by typing 500, for example — no dollar signs, commas or 
anything — and press RETURN. The 500 appears where the cell 
pointer is located. As you can see, two decimals have been added 
automatically. (This can be changed using the STYLE feature 
which we will cover shortly.) 

Now, move the cell pointer down one cell to r2cl (Row 2, Column 
1) by pressing the down arrow cursor once. Press OA V (VALUE) 
again and this time enter 200 and press RETURN. 

If you were using a paper spreadsheet and you wanted to show the 
total of the two numbers you just entered, you’d write the number 
700 in the cell called r3cl (Row 3, Columnl). 

You can do that here as well by moving the cursor down and 
typing 700 and pressing RETURN. 
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Actually, the program will recognize and accept a number even if 
you don't enter the V first to indicate it is a value. Simply typing 
the number and RETURN will enter it into a cell. This is also true 
for TEXT. If you type a letter the program will assume it is meant 
to be a word. 

But you will need to use OA T and OA V to specify Text or Value 
in certain circumstances. For example, to enter a numerical date 
such as 1/31/85 you would need to indicate that is is text or else 
the program would read the numbers and store the date as a value. 



In other situations, you might want to enter mathematical formulas 
as VALUES. Let's say you wanted to compute the square root of a 
number for only one cell. 

Using the mathematical functions listed at the end of 
"DEFINITION OF TERMS," you would enter sqr (n). 

If you didn't enter this as a value, the program would read the 
"sqr" function as text. When you enter a formula as a value, the 
program computes and stores its value in the cell. 
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The Formula Key 

In most situations, you won’t be entering formulas that calculate 
the value of a single cell (as we did above). Instead, you'll want to 
calculate information that resides in several cells. 

To demonstrate the unique ability of the electronic spreadsheet, 
let's enter a formula that will calculate the contents of cells rlcl 
and r2cl. (There's really no reason you would have to enter that 
700 sum yourself; after all, that's what the program is for!) 

So go ahead and put the cell pointer at cell r3cl. Press the OA and 
F keys to enter a FORMULA. The "FORMULA" prompt will 
appear at the bottom of the screen. The program is waiting for 
you to enter the formula you need. The length of any formula 
cannot exceed 110 characters. 

To add the contents of cells rlcl and r2cl together and put the 
results in cell r3cl, you would enter the formula: 

rlcl+r2cl and press RETURN. This formula means that the sum 
of the cells rlcl and r2cl will always be displayed in the cell r3cl, 
no matter what the values are. 

Formulas can be written in several different ways. The example 
we used above is the simplest form. It is the easiest to read, but it 
is also the longest to type in. Instead of typing rlcl+r2cl, we 
could have entered rlc+r2c. 

In this case, the number after the "c* has been left out. When you 
do this you are saying "refer to the column I am now in." Pressing 
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"r" with no number reference means you are referring to the row 
you are presently in. 

Another alternative to this would be rl :2c. In this formula we use 
a colon. This signifies that you want to add a range, in this case 
from row 1 to row 2 in the column you are in. If you wanted to 
add the values of the first five cells of a row you would enter 
rcl:5. 

These are all examples of ABSOLUTE formulas. They refer to a 
specific cell or cells. There is also another type of formula called 
RELATIVE formulas. In this case, whenever you enter a formula, 
the cell you enter it into is a reference point and the formula refers 
to the cells around it. The equivalent relative formula to our 
example is r[-2]:[-l]c. 

Position the cell pointer at r3cl, press OA F and type in the r[-2].[- 
l]c and press RETURN This formula will replace the old one. As 
you can see the value in r3cl is still 700 but we are now using a 
RELATIVE formula instead. 

Lets' break this formula down so you can see exactly how 
RELATIVE formulas work. The first part of the formula is r[-2]. 
This says "look at the cell 2 rows above mis one. 

The next part of tlie formula is the colon (:). As we saw earlier, a 
colon signifies that we want to add a range of cells. You ve 
already said where to start your range (r[-2]) so the next part of 
our formula indicates the end of the range [-1], one cell above the 
formulas location. 
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The last part of the formula is the "c". As we saw in the example 
above, "c" on its own refers to the column we are in. If we wanted 
to refer to the column immediately to the right of this one we'd 
type c[+l]. 

In a RELATIVE formula the - (minus) sign refers to cells above or 
to the left of the cell pointer. A + (plus) sign refers to any cells 
down or to the right of the cell pointer. It is not necessary to type 
in the plus sign, but it's a good idea to use it until your comfortable 
with using RELATIVE formulas. 

Here's a good way to avoid confusion when referencing cells: use 
the + sign to indicate an advance from the home comer; use the - 
sign to refer back towards it. 

Although RELATIVE formulas are slightly more complicated, you 
will see later that they make building and editing your spreadsheet 
much faster and easier than if you just used ABSOLUTE 
formulas. 

Always remember that the formula relates to the position of the 
cell pointer. Another example: rc[+3] refers to the cell in the 
same row as the pointer but three columns to the right. 



2 



200.00 

700.00 
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If everything's gone right, cell r3cl should currently have 700 
displayed in it. Now go backup to cell riel. Enter 600 and press 
RETURN. See what happens to cell r3cl? The sum changes to 
800 instantly. 

Because you entered a formula, cell r3cl will always give you the 
totals of rlcl andr2cl. 

You can enter formulas using any of the math functions the 
computer can perform such as addition, subtraction, 
multiplication, division, percent, exponentiation, etc. 

Now let's say we want r3cl to give us the results of multiplying 
(rather than adding) rlcl and r2cl. We can enter a new formula in 
cell r3cl, or we can simply edit an existing one just as we can edit 
text in TRIO WORD. 

Place the cell pointer at r3cl. You'll notice that the word 
"Formula" is highlighted on the menu, indicating that a formula 
occupies this cell. 


The Edit Key 

If you press the OA and E (EDIT) keys, whatever is in the cell you 
indicated will appear at the bottom of the screen. (You can also 
press the OA and = (equal sign) keys to access the EDIT). 

By using the cursor keys, you can move through the formula, 
value or text to edit it. Make changes by placing the cursor over 
the characters to be changed and entering the new information. 

You can think of this EDIT area as a scribble pad of sorts. What 
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you do here has no connection to the actual spreadsheet until you 
ter the information by pressing RETURN. 

t's take the example of the formula we entered earlier — r[-2]:[- 
t]c. By using the cursor keys, you can move to the middle of the 
formula and strike over the old formula at the colon. 

Instead of the colon (which designates a range), type in c*r and 
then the rest of the original formula, [-l]c. The formula should 
now look like this: 

r[-2]c*r[-1 ]c (You can use upper or lower case letters.) 

You have now changed the formula so that when you press 
RETURN, cell r3cl will display the results of multiplying cells 
rlcl and r2cl together and the result should be 120,000. 




Using The Edit Key To Move Cell Contents 


The EDIT key also allows you to drop edited material anywhere 
on the spreadsheet. 

Before you press RETURN to complete an edit, just hold down 
the OA key along with the appropriate cursor and you can move 
the cell pointer to wherever you want on the sheet. Now press 
RETURN and the newly edited entry will appear in the moved 
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cell. The old cell will still hold the old information, so if you want 
to get rid of it, you'll have to BLANK the cell. 

EDIT also provides you with a fast way to duplicate the contents 
of one cell to another. Say you wanted the formula in r3cl to also 
be in r3c2, right next door. 

Put the cell indicator on cell r3cl and press OA E for EDIT. Now, 
with the OA and appropriate cursor key, move to the right one cell 
(r3c2) and press RETURN. You've just picked up the contents of 
r3cl and made a copy of it in r3c2. The original one remains in its 
cell. This is basically the same routine described above, except 
you’re duplicating rather than actually editing. 

Remember that this formula is RELATIVE — it refers to cells that 
relate to the cell pointer in some specific way. The formula we 
just moved refers to rlc2 and r2c2 because it now resides in r3c2. 

When you write a RELATIVE formula, you can move it and it will 
relate to the new cell location. 

Since there are no values in rlc2 and r2c2, the cell r3c2 has 
nothing to multiply. You will notice that tire cell displays a value 
of 0.00, but see what happens when you enter 50 in rlc2 and 65 in 
r2c2. Now the program has something to compute. 


Blank The Contents Of A Cell 

If you want to delete the contents of a cell, you can use the 
BLANK key. Place the cell pointer over the cell r3c2 and press 
OA B. The prompt "BLANK" will appear at the bottom of the 
screen. You can enter a specific cell location like r3c2, or if you 
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want to blank the current cell just type rc. Press RETURN and the 
cell contents will be deleted. 


The Mathematical Symbols 

Remember the most common symbols when creating formulas: 

The COLON (:) defines a range of cells. 

The ASTERISK (*) stands for multiplication. 

The PLUS (+) stands for addition. 

The MINUS (-) stands for subtraction. 

The SLASH (/) stands for division. 

The CARET ( A ) stands for exponentiation. 

By the way, you should be aware that there are PRECEDENCE 
RULES that the program follows when it evaluates a formula. 

This means the program performs all the multiplication and 
division first and then does the addition and subtraction. 

It may not seem too important but look at what happens to a 
formula like this: 3 + 3*4. If you figured this out in natural order 
— left to right — you'd get 24 since 3 + 3 = 6 and 6 * 4 = 24. But if 
you calculated it by order of PRECEDENCE, you'd get 15 since 3 
*4=12:12 + 3=15. 

If you want to change the order of PRECEDENCE, you can use 
parentheses. Any part of a formula that is contained within 
parentheses will be calculated first. So if you need to add two 
numbers before multiplying the total, put the two numbers in 
parentheses. The example would read (3+3) * 4 = 24. 

Formulas can be of varying complexity. It really all depends on the 
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results you are hoping to obtain. Well illustrate more formulas as 
we go along. 

As you can see, spreadsheets are really a two-step process. First 
you create the model according to what you need to use it for. 
Then you can plug in the numbers, and, like word processing, 
change them relentlessly until you are satisfied with the results. 
TRIO CALC allows you to be as creative with numbers as TRIO 
WORD allows you to be with words. 


Building A Sample 

Let's build a larger sample to illustrate more of TRIO CALC's 
features. First, clear everything on the sheet by pressing OA Q 
(QUIT). You'll be asked if you want to save the sheet. Enter N 
for No. Next you are given five options: (0) cancel the command; 
(1) clear the sheet; (2) load TRIO WORD; (3)load TRIO FILE; 

(4) EXIT. 

In this case, press #1 and RETURN to clear the present 
spreadsheet. 

Now we will set up a simple budget program for the coming year. 
This kind of program can project the income and expense of either 
a home or business, depending on the labels you use. 


Entering Text 

First, let's title our sample, starting at cell rlcl. Type a capital P 
and you will notice that the bottom of the screen changes. You will 
see the TEXT prompt, indicating that the program will be 
accepting your input as TEXT. So let's continue and title the 
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spreadsheet: PROJECTIONS. 

Having already typed an P, now type "ROJECTIONS" You’ll see 
the first cell fill up with "PROJECTIO" and the CELL POINTER 
move over to rlc2. "NS" will appear in the TEXT area at the 

bottom of the screen. 

By pressing RETURN you can enter the rest of the title into rlc2 
so the top of the screen reads PROJECTIONS. (The program will 
only put nine characters in a cell at a time.) 

This feature reminds you that when you are entering text that is 
longer than a single cell, you might overwrite whatever is in 
adjacent cells if you press RETURN to continue. If you still want 
to enter the text but not lose the current contents of a cell, stop and 
rethink your format so that everything fits. You might have to 
shift a few things around. No text entry can contain more than 110 
characters. 


Cell Length 

When you load TRIO CALC, each column is automatically set at 
a width of nine characters. You can widen or narrow any 
individual column as you find it necessary. Eight additional 
characters can be added to a column without cutting down the 
number of columns in the spreadsheet. 

If you need to change the width of a cell column, press OA L 
(LENGTH). Indicate how many characters you want in the 
column. You can have a minimum of 2 characters and a maximum 
of 76. Remember, adding more than eight characters cuts down 
the number of columns you can have altogether. 
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Let's widen Column 1 to a width of 13 to accommodate some text. 
Move the pointer to Column 1, press OA L and enter 13 at the 
bottom of the screen where you will see a prompt. This lengthens 
every cell in the column to 13 characters. You'll see the cell 
pointer get longer whenever it is in column 1. 

As you can see, the contents of rlc2 have been moved over and 
you now have a gap between "PROJECTIO" and "NS". To solve 
this simply BLANK the contents of rlc2 and EDIT the contents of 
rlcl by adding the letters "NS" to the end of the "PROJECTIO" 
and press RETURN. 


Planning A Layout 

When you start a new spreadsheet, try to visualize how you will 
lay it out. In this example we will want to list individual sources 
of income and expense down the left column (Column 1). Across 
the top, each column will be labeled by a month with a "totals" 
column at the far right. 




First, in Row 3, Column 1, we can start by typing INCOME: and 

w * 
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pressing the RETURN key. 

Go down one row, to r4cl, type PAY and press RETURN. Below 
that type in INTEREST and below that type TOTAL. You can 
experiment with indentation so that your headings read just the 
way you want them to. 

Skip down two rows, to r8cl, and type in EXPENSES:, and then 
enter these categories underneath each other: MORTGAGE, 
FOOD, TRAVEL, UTILITIES, MEDICAL, ENTERTAINMENT. 
Below these categories, at rl5cl, enter TOTAL. Skip down two 
rows and enter NET. 

Now go up to r2c3. You can get there quickly by using the arrow 
cursor keys. But if you were a long way away there is a method 
that moves the cell pointer instantly to any position on the 
spreadsheet. 


The Go To Key 

Press the OA and G keys and you will be prompted to enter a cell 
number at the bottom of the screen. If you enter r2c3 and press 
RETURN, the cell pointer will move to that cell. 

So, now the cell pointer should be at r2c3. In our sample we want 
to put the months across the top of the spreadsheet, starting here. 

In r2c3, type JAN and press RETURN. Actually, for the sake of 
aesthetics, type three spaces first and then type JAN so it will be 
centered in the cell. 

Then move to r2c4 and type in FEB and so on through DEC in 
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column 14 using three spaces to center each. 

You'll notice that when you get to typing in SEP, JAN has 
disappeared off the left side of the screen. You are moving your 
window around the sheet, just like scrolling through a TRIO 
WORD document. When you get to the end of the year, the last 
column (#15) should be labeled TOTAL. 


Style 

Here's another feature you can use to make your spreadsheet more 
readable. With STYLE you can specify whether the contents of a 
cell will be displayed flush left or right. If you don't specify 
anything, the program automatically justifies TEXT to the LEFT 
and VALUES to the RIGHT (so the decimals line up). Press the 
OA and S keys to access the STYLE function. 

The best approach is to set up the style of the spreadsheet when 
you begin using it. You can also use this section to change the 
style of the sheet any time later in the program. If you do, 
subsequent entries will reflect the changes. 

Earlier entries will not, however, so if you want a consistent style 
throughout the sheet, you'll have to use another routine to revise 
these entries. The OA and C (COPY) keys (described in the next 
section) will allow you to make necessary revisions. 

The STYLE menu offers these choices: 

l:#left 3: textcleft 5:no$ 7: fix .00 

2: #right 4: text>right 6: $on 8: float 
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#1 and #2 place numbers either left or right in a cell, indicated at 
the bottom edge of the sheet with the < or > and # sign. 

#3 and #4 do the same for text and indicated with a < or > and t. 

#5 and #6 turn the dollar sign on and off. If on, a dollar sign will 
be displayed in each cell with a value in it. At the bottom of the 
sheet there is either a "NO$" or "ON$" reminder. 

#7 and #8 indicate whether values are displayed with decimal 
places or floating points shown by ".00" or "fit" in the box at the 
bottom of the sheet. 


Making Entries 

Now that we have the structure of our spreadsheet set up, let's 
make some entries into our example.. 

In the INCOME section we have PAY and INTEREST, both of 
which are probably amounts that vary throughout the year. 

Let's say PAY is going to be the same each month, $3,000, until 
September when an expected raise will take effect and total 
monthly income will become $3,400 per month. 

You can enter 3000 in cell r4c3 and that would signify that $3,000 
was earned in PAY in January. 


The Copy Command 

You can do the same in cells r4c4 (Feb) through r4cl0 (Aug) 
showing you earned $3,000 each month before the raise takes 
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effect in September. 

Here’s a shortcut, COPY the contents of a cell to a range of others. 
You can also copy whole rows, columns or blocks of the screen. 

But for now, let’s simply copy the contents of cell r4c3 to every 
cell from r4c4 to r4cl0, or February to August. Make sure your 
cell pointer is in cell r4c3. 

Press the OA and C keys in order to COPY. You'll see a prompt at 
the bottom of the screen: COPY FROM. Enter the cell r4c3 (or 
even just rc, meaning "this cell") and press RETURN. 

Now COPY TO appears. Enter the RANGE by typing r4c4:10. 
This tells TRIO to copy the January salary amount into February 
(column 4) through August (column 10) in the same ROW (r4). 



When you press RETURN you'll see that 3000.00 instantly 
appears in the designated cells. 
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In September (r4cll) through December (r4cl4) you want to enter 
your higher PAY of $3,400 monthly. You can do so using the 
same procedures outlined above. Enter the 3400 in r4cl 1 and 
COPY the contents of r4cll to r4cl2:14. 


Copy Rows And Columns 

A row, column or block of cells can also be copied from one place 
to another on the spreadsheet. 

For example, if you were doing a projection into the following 
year, you could copy Row 2 — The JAN through TOTAL headings 
— to an area to the right of this year's projections. This would save 
typing these headings in again. 

Press OA C and at the COPY FROM prompt, enter r2c3:15. Then 
at the COPY TO prompt, enter i2cl7:29 and press RETURN. The 
RANGE will be copied instantly. 

To copy an entire block of cells, you simply enter the row and 
column range of the block to copy. 

Let's look at an example. You've finished filling in all the year's 
income and expense projections and you want to copy them over 
to next year's section of the spreadsheet. Press OA C and enter: 

COPY FROM: r4:17c3:15 COPY TO: r4:17c 17:29 

This will moves the entire block of cells to the designated area. It's 
best to fill in everything that you want on your spreadsheet before 
moving blocks so that you move all text, values and formulas at 

once. 
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You'll notice that when you access the COPY function, you are 
given the option of changing the style of the duplicated material. 
In other words, the original material will remain in the style you 
specified when you entered it, whereas the copied material will 
appear in the new style you specify. 

Be sure to specify the new style BEFORE you use the COPY 
function. Then simply answer YES when the program asks if you 
want a style change. 

This feature is particularly useful when you want to change the 
style of a whole block of material. And it works both ways. 

You can either change the style of newly copied material (as 
described above), or you can COPY a block back into itself to 
change the style in which it was entered. 

This is the helpful hint you were promised above in the STYLE 
section. If you remember, only entries made after a STYLE 
change are affected by the change. 

So if you COPY a cell into itself (entering the same thing for the 
COPY TO and COPY FROM prompts), you will effectively 
change its original style. 


Totaling A Row 

Now we can enter the first formula on this spreadsheet. This 
formula will keep track of the amounts in each PAY cell and 
automatically total them up to indicate your Total Annual Pay. 

We want to add up the Pay Income from January (cell r4c3) 
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through December (cell r4cl4) and put the total in cell r4cl5. 

First, put the cell pointer in r4cl5, under the TOTAL column and 
in the same row as PAY. Press OA F to enter a formula at the 
bottom of the screen. 

We could say that we want to add r4c3 + r4c4 + r4c5 and so on 
through r4cl4 (January through December). Or we can do it the 
easy way by entering the RANGE of cells to add. The formula 
reads like this: rc3:14. 



When you enter this formula by pressing RETURN, you'll see the 
RESULTS, not the formula, appear in the cell. 

Remember, the COLON is one of the most important symbols in 
formulas. It indicates a range — from "here" to "there." 

Using A Percent Formula —== 

Next let's fill in the INTEREST row. In January you know that 
you will generate $100 in INTEREST income. So enter 100 as a 


Chapter 3 














The Spreadsheet 


Trio Plus 


VALUE in cell r5c3. 

Each subsequent month .you expect to increase interest income by 
about 1%. Rather than figure this out, put a formula in the 
February through December cells and let CALC figure it out. 

Start in cell r5c4 by pressing OA F to enter a FORMULA. You 
want to increase the $100 interest you earned in January by 1% in 
February so your fonnula should be rc[-l]*1.01 which means the 
value of the cell in the column to the left (r5c3) multiplied by itself 
plus one percent. 

Of course March’s interest will be the result of February’s interest 
plus one percent and so forth throughout the year. So what you 
want to do is copy the exact formula you entered in February s cell 
(r5c4) to each of the other relevant cells. 

Copying Formulas 

Copying formulas is just like copying values or text. Press OA C. 
In answer to the prompt COPY FROM type r5c4 and press 
RETURN. In answer to the prompt COPY TO, type r5c5:14. 

This means copy the formula to cells 5 through 14 in this row. 


Relative And Absolute References 

We have been entering two different types of formulas into the 
spreadsheet so far. We've used both ABSOLUTE and RELATIVE 
formulas. 

You need to distinguish between the two types of references 
whenever you copy cells, rows, columns or blocks of cells because 
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it will affect the results of the calculations. 

By using RELATIVE formulas, you can easily move a formula to 
another part of the sheet and it will RELATE to the cells in that 
part of the spreadsheet. 

There are times, however, when you don't want a formula to be 
RELATIVE. Sometimes a formula must refer to a specific cell or 
series of cells no matter where they appear in the spreadsheet. 

For example, there may be formulas all over the sheet which have 
to refer to a fixed amount in r4cl so you would want to write an 
ABSOLUTE formula. 

When you move or copy an ABSOLUTE formula, it will continue 
to refer to the specific cells in the formula. For example r 1:10c is 
going to refer to the cells in rows 1 through 10 wherever that 
formula may be. 

One the other hand, moving a RELATIVE formula, actually 
changes the cells that are referred to. For example r[-l]:[-10]c 
refers to the ten rows above the formula location. If it's in the 11th 
row then it refers to rl: 10 in the column. If the formula is in the 
50th row, it refers to r40:49 in the column. 

You could have entered RELATIVE or ABSOLUTE values in the 
PAY example above. 

We totalled all PAY income with the ABSOLUTE formula rc3:14, 
meaning add up all values in columns 3 -14 of this row. 
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This formula can be copied down the sheet to add up any series of 
columns 3 through 14, such as the INTEREST row. 

But let's say we're doing a two year projection and had the same 
PAY income for the second year (columns 17 through 29). We 
can't move this ABSOLUTE formula to add up columns 17 
through 28 because it refers specifically to rows 3 through 14. 

If we had used a RELATIVE formula in r4cl5 it would have read 
like this: rc[-12]:[-l]. In other words, ADD every cell from r4c3 
(which is 12 cells to the left) to r4cl4 (one cell to the left). 

Now we could copy that same formula into column 29 for the total 
of the second year PAY projections. Here it would refer to the 
twelve cells to its immediate left or January through December of 
the second year. 

As you can see, ABSOLUTE formulas are easier to read and write 
and can be copied in some cases. RELATIVE formulas may be a 
little more complicated to work out, but they are often more 
portable. 

Let's look at one other example where the difference between 
ABSOLUTE and RELATIVE formulas is important. When we 
calculated INTEREST income, we used a RELATIVE formula in 
order to copy it across the sheet. By writing rc[-l] * 1.01 as the 
formula, we could copy it into each cell, incrementing the value of 
the cell to the immediate left by one percent. 

If this had been written as an ABSOLUTE formula — rc3*1.01 — 
and copied, each month's interest would be calculated based on 
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January's interest. 

We will go through more examples of how ABSOLUTE and 
RELATIVE REFERENCES work shortly, but let's return to the 
INTEREST example and see exactly what happened when we 
copied the formula from cell r5c4 to cells r5c5 through r5cl4. 


Back To The Example 

The values in the cells are increased by one percent each month. 

If you look at the contents of each cell at the bottom of the screen, 
you'll notice that we copied the formula rc[-l]*1.01 into each cell 
so that it always refers to the cell to its immediate left. 

Finally, to finish this row, we want to total each month's interest 
and put the contents in cell r5cl5 under the TOTAL category. 

As in the Pay Total above, you can enter a formula using OA F 
that totals January through December interest: rc3:14 and press 
RETURN. (Don't forget that the colon indicates a RANGE). But 
since this is the same formula as the PAY TOTAL above, you can 
just copy the cell using EDIT. Move up one cell, press OA E to 
"pick up" the formula, move down one cell using the OA and the 
cursor key and press RETURN. The rc3:14 formula is now 
installed in r5c 15. 


Total All Income 

The INCOME section also has a row of monthly totals which you 
can enter formulas into. You could just add up each month and 
enter it into the TOTAL cells, but it's better to use formulas 
because if any of the amounts change later, the sheet will 
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automatically recalculate new totals. 



For each month, you want to add the PAY and INTEREST cells 
together. For January income totals, enter the RELATIVE 
formula: r[-2]:[-l]c and the same formula can be copied across the 
page from r6c4 to r6cl5 using the COPY command. 

Remember the COPY command works like this: Put the cell 
pointer at JAN Total (r6c3) and press OA C. The prompt COPY 
FROM appears. Enter rc and press RETURN. The prompt COPY 
TO appears. Type rc4:15 meaning copy the formula to columns 4 
through 15 in this row. 

As you can see this also takes care of adding up the TOTAL of 
PAY and INTEREST at the end of the year in r6cl5. This cell can 
also be added by using the other formula we used to add total PAY 
— rc3:14. It will work the same way, adding all the totals in row 6, 
columns 3 through 14. 


Chapter 3 103 









Trio Plus 


The Spreadsheet 


Entering Expenses 

Down in the EXPENSE category, MORTGAGE is an expense that 
you expect to be the same every month. Your annual cost is 
$6,000 and you make payments of $500 every month. But let's 
approach this entry differently than we did the last ones. 

Your monthly mortgage is really 1/12 of your annual total. Enter 
the 6000 Yearly MORTGAGE expenses in r9cl5 (TOTAL). 

Then go back and enter a formula in each cell from r9c3 (January 
mortgage expense) through r9cl4 (December mortgage) that 
reflects 1/12 of the annual payment.. Enter in the formula once 
and copy it to a range of cells. 

Each cell would contain the formula: rcl5/12. That is the TOTAL 
Yearly Mortgage cell divided by 12. 


More Expenses 

The next EXPENSE items (FOOD, UTILITIES, MEDICAL, 
TRAVEL and ENTERTAINMENT) are expenses that vary each 
month so you can estimate these amounts and enter them as 
VALUES each month. Then in column 15 you can enter a formula 
that will total these cells. 

Here are two formulas you could enter into the TOTAL cells: 

RELATIVE: rc[-12]:[-l] 

ABSOLUTE: rc3:14 

Often you will find yourself budgeting each item according to 
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acknowledged price patterns. 

TRAVEL costs, for example, are traditionally higher in the 
summer due to vacations and ENTERTAINMENT costs may be 
more during December due to the holiday season. 

As the year progresses and you update categories to accurately 
reflect these expenses, the TOTALS and the entire sheet will be 
automatically updated because you have entered formulas that are 
flexible. 

Total Expenses 

Just as you set up a formula to calculate TOTAL INCOME or PAY 
by month, you'll want to enter a similar formula that will add up 
each expense and put monthly totals in Row 15. 

First build a formula for January. With the cell pointer at rl5c3, 
press OA F. The ABSOLUTE formula would be entered as 
r9;l4c. Or the RELATIVE formula would read: r[-6]:[-l]c. Next 
press RETURN to enter the formula in rl5c2. 

Now you can copy either formula into all the other monthly 
columns. Press OA C to COPY. When prompted COPY FROM 
enter rl5c3 and press RETURN. 

When prompted COPY TO enter rc4:14 and press RETURN. 

This will copy January's formula into all the other months in the 
row. If you look at rl5c5 you’ll see that it has the same formula as 
rl5c8. 
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TOTAL ANNUAL EXPENSES can either be the total of the six 
expense cells above or the 12 total expense cells to the left. 


The Bottom Line 

That leaves one final row — the NET INCOME -- undefined. 
Each cell in this row would be the difference between TOTAL 
INCOME and TOTAL EXPENSE. So in January NET the 
ABSOLUTE formula should read: r6c-rl5c. You could also use a 
RELATIVE formula: r[-ll]c-r[-2]c which means the value of the 
cell 11 rows up minus the cell two rows up. 

Either formula can be copied across the rest of the year including 
the TOTAL NET INCOME cell - rl5cl5. 


Additional Examples 

Here's some more examples of how RELATIVE and ABSOLUTE 
formulas are written: 


ABSOLUTE 

rlc+r2c 

rlc-r2c 

rc5*rc8 

rlc/r5c 


RELATIVE 

r[-2]c+r[-l]c 

r[-2]c-r[-l]c 

rc[+3]*rc[+4] 

rc[-3]/rc[2] 


ADD 

SUBTRACT 

MULTIPLY 

DIVIDE 


Mixing Relative And Absolute References 

If necessary, you can also mix formulas. 

Here's an example of using a MIXED REFERENCE rather than a 
strictly RELATIVE or ABSOLUTE REFERENCE: rc4+r[-3]c. 
You are adding the contents of column 4 in the present row with 


106 Chapter 3 









The Spreadsheet 


Trio Plus 


the contents of the cell three rows up in the same column. 


The Matrix Command 

Suppose you want to increase (or even decrease) the number of 
rows or columns on your spreadsheet in order to better 
accommodate your data. All you need to do is press the OA and 
M keys and you can change the original 40 column by 84 row 
matrix that appears when you first load up the program. 

When you press OA M, the current number of rows and columns 
is displayed at the bottom of the screen along with the maximum 
number of possible rows. 

If you haven't used this function yet, the current and maximum 
number of rows should be the same. 

The program allows you to have as many as 99 columns OR 999 
rows. 

You are presented with three matrix options: (1) New # Rows, 
(2) New # Columns, (3) Maximize Rows. 

When you press either 1 or 2, you'll be asked for the new number 
of rows or columns you would like. The program will then make 
the change and display the new numbers for you. 

If your current number of rows is close to the maximum number, 
you should make sure you decrease something before trying to 
increase something else. If there's not enough "slack" left in the 
matrix to make the changes you requested, you'll get an "out of 
memory error" message. 
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Although the program does recalculate the number of rows 
available when you change the number of columns, it does not 
automatically give you the maximum number of rows. 

This is because TRIO CALC leaves some room to allow for 
changes in cell length. After designating a new number of 
columns, if you don’t want to increase cell length, you will often 
want to maximize your rows (using Option 3). So if you want to 
change the width of a column, do so (using OA L) before 
maximizing your rows. 

Pressing the OA and M keys allows you to view the percentage 
amount of available memory remaining for formula entries. 


Mathematical Functions 

There are a number of advanced mathematical functions available 
that can be used in formulas such as Square Root, Logarithm, 
Absolute Value, And, Or, Not, etc. All of these functions and 
operators act the same way as they do in BASIC. These are 
covered at the end of the DEFINITION OF TERMS section of 
TRIO CALC. 


The Zero Key 

At the bottom edge of the sheet, to the far right, you'll notice the 
symbol -0- lit up just like the STYLE specifications are. If you 
press r Z, the -0- will change to "???," meaning "error." 

Although you probably won't need this key very often, it is good 
to know what it does. Basically this function fills in the "holes" in 
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your spreadsheet with zeros. This is so that when you designate a 
range (usually a column) to be totaled the program won’t be 
confused by empty cells. 

If you turn this function off (by using the OA and Z keys and 
calling up the "???"), you will receive an error message whenever 
the program encounters empty cells in a range it's trying to 
calculate. 

Generally you'll want to leave the zero function on, but there 
might be times that you would like the error message to appear as 
a reminder that there are holes in your spreadsheet. 


WHEW! A Spreadsheet... 

So that just about covers all the ins and outs of setting up a 
spreadsheet. It might seem like a considerable task just to add and 
subtract a few numbers, however now that your sheet is set up and 
the formulas are in place, you can adjust and project to your hearts 
content. 

Once you have saved the sheet, you can always retrieve it later in 
order to make adjustments. And once you're all set up, the 
analysis can begin. 

As you can see, planning is the most important part of setting up a 
spreadsheet. 

You need to carefully detennine what you need to analyze, then 
design your layout and figure out the best way to construct 
formulas so they will accurately calculate changes. 
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But if you find that you haven't set your spreadsheet up to do what 
you want, or if you've left something out, there are features in 
TRIO CALC that allow you to modify, revise, edit or overhaul it 
anytime. 


Editing 

You will need to make changes from time to time and the 
EDITING command makes these changes easy. EDITING is 
similar to the way you EDIT text in TRIO WORD because some 
of the keys used are the same. 

EDITING is also the method you'll use to try various "what if 
situations — what if income goes up, expenses go down, interest 
rates change, etc. By EDITING the formulas, you can find out 
instantly. 

Place the cell pointer on a cell that contains an entry and press the 
OA and E (or=) keys. 

You'll see the contents of the cell displayed at the bottom of the . 
screen. If you've stored text or a value, what appears will look the 
same as the cell. If there is a formula in the cell, the formula will 
be displayed below. 


Move The Cursor To Edit 

Whenever you enter the EDIT mode you can use the cursor keys 
to move through the material you want to edit. 

Move the cursor to where you want to make a change and type it 
in. Notice that you strike over whatever is under the cursor. 
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There is also a message at the bottom of the screen that reminds 
you to use the OA key and appropriate cursor if you want to move 
the cell pointer. 

Let’s go back to the sample sheet we set up to illustrate both an 
editing and a spreadsheet point. 

What if you realized that your INTEREST income was actually 
increasing by 2% per month instead of 1%? 

How would that affect your total income and your net income for 
the year? 

Go to r5c4 (February interest) and press OA E for EDIT. The 
formula is displayed on the bottom of the screen. Go over to the 
1.01 using the cursor keys and place your cursor at the second 1 
that signifies 1%. Now change that to a 2 (just press the 2 key) 
and press RETURN. 

Instantly the sheet changes. You've earned more interest in 
February and that has increased your Total Income and Net 
Income. Now let’s change March through December and see how 

that affects the TOTALS. 

Instead of editing each cell entry, just re-copy February's formula 
using the COPY command. As you can see, with the cell editing 
capabilities, instant changes are made to your financial 
projections. 

Insert/Delete A Row/Column 

When you're not in the EDIT mode, you can insert an entire row 
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or column into the spreadsheet by pressing the OA and I keys. 

This feature comes in handy when you want to insert a blank row 
or column (rather than having to erase or move an existing block 
of cells) to make room for new information. 

If you press OA I, a message at the bottom gives you the option of 
INSERTING 1.) a ROW or 2.) a COLUMN. Press either number 
to continue or press 0 to cancel the operation. 

As you might expect, the program uses the cell pointer as its point 
of reference. This means that you should make sure the pointer is 
exactly where you want it before you access this function. 
Columns are inserted to the left of the pointer; rows are inserted 
above the pointer. 

DELETING rows or columns basically works the same way. You 
press OA X and you have the choice of deleting a row, a column, 
or cancelling the operation. 

In this mode, the program DELETES the SAME row or column in 
which the pointer is placed. 

If your spreadsheet has a lot of information on it, the program will 
sometimes take a little longer than usual to move everything 
around. As long as the message "PLEASE WAIT" is displayed at 
the bottom of the screen you shouldn't be concerned. 


The Blank Key 

To blank the contents of a cell or series of cells, press OA B and 
indicate the specific cell or cells. You can erase a row, column or 


112 Chapter3 









The Spreadsheet 


Trio Plus 


block of cells by entering the range to BLANK. 

For example, to erase column 2, enter rl :60c2 and the entire row 
will disappear. If the cell pointer is in column 2 then you only 
need to enter r 1:60c; To erase a block (or any portion of a column 
or row) enter the row and column range. You would enter 
rl:60cl:4 to erase that block. 

Erasing a cell also BLANKS the mode it was in. This frees up a 
value cell, for example, and allows you to enter a formula. 

Be careful when using the OA B command. You cannot retrieve 
what you erase. 


Creating A Window 

When your labels or headings are in Column 1 and you are 
looking at totals in Column 13, you can sometimes get confused as 
to what a particular number is the total of, without actually going 
back to Column 1 to check. 

The WINDOW feature allows you to highlight a COLUMN at the 
left side of the screen or a ROW at the top. Press OA W and 
indicate the column or row that you wish to display as a window. 
Then you can move anywhere on the spreadsheet and display the 
designated row or column with these keys: 

The OA and < (upper case comma) keys will display a designated 
column as a window at the left side of the screen. 

The OA and A (upper case 6) keys will display a designated row as 
a window across the top of the screen. 
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Using the sample "Projections" spreadsheet we created, define 
Column 1 as a window (rlcl is the default). Then move over to 
Column 13 and press the OA and < keys. 

Column 1 will be displayed in the far left column of the screen 
and if you position Column 13 next to it, you can see how 
windows can make it easier to read the sheet. 


Other Important Keys 

SHIFT and CAPS LOCK - as you no doubt know, these keys 
allow you to enter upper case characters and certain symbols you’ll 
need to use along with the OA key. 

ESC— This key, located in the upper left comer of the keyboard, is 
your ESCAPE key. It's a very important key that you're bound to 
use often. Whenever you are doing something and you want to 
back out»just press ESC. The program will cancel whatever you 
were doing and back up one function. 

...And Other Important Functions 

OA Q: QUIT — This option allows you to stop working on your 
spreadsheet and go to one of the other TRIO programs on the disk. 
When you press OA Q you'll be asked if you want to SAVE the 
current data before quitting (Answer Y or N). 

The screen displays a menu with the choice of clearing the present 
sheet, loading TRIO WORD or FILE, or exiting to another 
program. 

OA R: RECALCULATE — When the "CALC ON" box (at the 
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bottom edge of the screen) is on, TRIO recalculates every formula 
on the entire sheet each time you make a change. 

Normally, then, you won't need to use OA R. But if you should 
ever turn off the automatic recalculation (see below), you can then 
use OA R whenever you want to update the sheet. 

The recalculation feature lets you execute single calculations 
without having to turn the automatic recalculation back on. 

OA O: AUTOMATIC RECALCULATION ON/OFF - Every 
time you make an entry, the program automatically goes through 
every formula on the sheet and updates the values. OA O is a 
toggle key. It allows you to shut off automatic recalculation and 
then turn it on again later. 

When you leave a lot of formulas on the sheet, it can take a few 
seconds to recalculate the sheet each time you make a change. If 
you are making a lot of changes, turn the calculator off, make all 
the changes, and then use OA R to recalculate only when you need 
to. You'll save a lot of time this way. 

Natural Order Of Recalculation 

CALC uses the "natural order of recalculation" to update your 
spreadsheet when you make changes. This means the program 
works the way you would if you were doing the calculations by 
hand. It finds the formula that must be calculated first (in order to 
proceed) and evaluates it. This ensures that the program doesn't 
simply calculate by row or column without adjusting for how you 
have structured your formulas. 
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The Chicken And The Egg 

Occasionally, you'll run into a situation in which you've created a 
CIRCULAR REFERENCE. This means that a cell is dependent 
on itself for a result. 

For example, you want to figure out how much money to borrow 
for your business. This is based on a series of formulas that sums 
projected INCOME and subtracts from it projected EXPENSES in 
order to determine how much money will be borrowed to cover 
expenses. 

However, one of your expense categories is called INTEREST 
COSTS. This category is a formula that takes the amount you 
plan to borrow, figures out the interest and puts it in the row. 

You are trying to figure out how much to borrow based on your 
expenses but one of your expenses is the amount of interest you'll 
pay and that amount depends on how much you borrow. 

We'll refer to this classic paradox as a CIRCULAR REFERENCE. 
The phrase 'Formula Loop Error" will appear at the bottom of the 
screen when a circular reference occurs. 

Correcting the problem entails restructuring your format a little. 
Break out your interest costs from your other expenses so the 
program can calculate your expenses. 

Then determine how much your loan will be, allowing for interest. 
Then calculate the interest expense as an additional line and 
subtract it from the amount you have left after expenses. 
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If you get a "Formula Loop Error" message, go back to the 
formulas you've entered and sec where the problem may lie. 

For example, if you are in a particular row and three cells next to 
one another all refer to each other (rc[+l] + 100; rc[+l] * 2; and 
rc[-2] + 10), the program cannot determine even one of the cell's 
value. You'll have to use the EDIT function to rearrange your 
formulas so that they don't create a circular reference. 


Instant Help 

OA H: HELP SCREENS - If you are in the middle of using the 
spreadsheet and you need information on one of the features or 
command keys, you can press the OA and H keys. A Main Menu 
will appear as an overlay window. This means that it wont 
interrupt the operation of the program. There are 13 "Help 
Topics" to choose from: 

(1) The Keyboard 

(2) The MENU 

(3) Load & Save 

(4) Text & Values 

(5) Formulas & Recalc 

(6) Absolute/Relative 

(7) Edit 

(8) Copy 

(9) Style & Length 

(A) Window 

(B) Disk Commands 

(C) Print 

(D) Integrate 
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Choose the topic you're interested in and a new Help Screen with 
the information you requested will appear. 

Use the cursors to scroll the window. Press ESC once to access 
the Main Help Menu again, twice to return to the program. 

Because the Help Screen information is stored on the Master Disk, 
it has to be in one of the drives if you want to access this section 
of the program. 

Simply pressing the OA and ? keys will give you a listing of all 
the commands, as well as a brief description of how they work. 

This information resides in memory while the computer is on, so 
you don't have to have your Master Disk in the drive to use to it. 


Storing Information 

OA D: DISK OPTIONS - By pressing OA D (for DISK), you'll 
be able to access a section of the program that allows you to load, 
save, and make changes in the files that contain your spreadsheets. 
There are five disk commands. 


(1) LOAD -- To retrieve any of your previously saved 
spreadsheets, press 1 and enter the EXACT file name in the 
prompt area. Press RETURN. 

(2) SAVE — Once you have created a spreadsheet, you'll want to 
SAVE it. Not only can you save your finished spreadsheet (to 
retrieve later for editing purposes), you can save spreadsheet 
"shells". These "shells" can be retrieved anytime, filled in, and 
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resaved under another name. 

This is useful if you've created a form or "template" that you can 
use in a variety of different situations. 

Press 2 and you'll be prompted to enter a file name of up to 15 
characters. 

Only use letters and numbers in your file names - NO 
punctuation or special symbols. (Actually you are allowed one 
period in any file name, but it cannot be the first character.) 
Also do not use spaces. 

At this point, you'll need to put a formatted disk in your drive to 
store your data. Format a disk using PRODOS. You should use 
your Apple Utilities disk for this routine. 

(3) RENAME -You'll be prompted to enter both the old file 
name and the new one, separated by a comma. 

(4) DELETE - Just press 4 and enter the file name to delete it 
from your disk. 

(5) DIRECTORY - To get a listing of your disk directory, simply 
press RETURN. This works whenever your data disk is in one of 
the drives, since the program goes out and reads anything that isn't 
on the system (or master) disk. 

If you want a listing of the directory for a specific disk volume, 
enter the the volume name beginning with a slash (e.g. /DATA, or 
for the master, /TRIO) and then press RETURN. 
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Printing Your Spreadsheet 

OA P: PRINT — This function will allow you to first enter 
information about how you want to print your spreadsheet and 
then to send the data to your printer. It will also convert your 
TRIO CALC files to TRIO WORD for integration. 

When you press OA P, a printing menu appears at the bottom of 
the screen: 

1. SET BLOCK — Since the spreadsheet is larger than a piece of 
paper, you need to set a block of cells to be printed on a page that 
does not exceed the width nor length of the paper. 

This is entered by pressing 1 on the menu and entering a block of 
cells. For example, if you enter rl :50cl :8, the program would 
print the first 50 rows by eight cells across. 

The number of characters that will be printed per line will be 
computed and displayed in this section. Using the example above, 
the program would calculate line length for 8 columns, each 9 
characters long, and display 72. 

If you had changed the width of your first column to 13 (to 
accommodate a heading, for example), the program would add an 
extra five characters to line length and display 77. 

2. PRINT BLOCK — This option will print out the block you 
selected above in #1. 

3. CONTROL CODES— This is the place where you can define 
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ASCII codes in order to access special printing features. Consult 
your printer manual to find out which combinations of control 
codes your printer recognizes. 

Here are a few examples. If you want to use condensed mode (or 
character pitch) on the Imagewritcr or Scribe so you can fit more 
characters on a page, use the ASCII decimal code 27, 81. 

The Imagewritcr also offers you a boldface option. The code for 
boldface is 27, 33. (Remember to include a comma between 27 
and the second two-digit number.) 

For features such as boldface, the Scribe has its own higher quality 
print mode built in (Draft/Lettcr). The one catch is that this mode 
only works with the standard 10 characters per inch, so you cannot 
use the condensed mode and boldface together. 

Control codes are sent to the printer at the beginning of each print 
job. The codes you remain in the printer buffer until you change 
them or turn the computer off. Remember this if you plan to 
switch back and forth between printing features. 

Printer codes are saved and loaded along with you files. 

4. PRINT FORMULAS - This option prints of all the formulas 
contained in the block you specified in #1 (SET BLOCK). Each 
formula is listed beside the cell in which it resides. 


Another Sample To Explore: INVENTORY 

Before we wrap this section up with a "Definition of Terms," let's 
look at one more sample that will illustrate the many ways you can 
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use TRIO CALC to analyze the data you accumulate day-to-day in 
whatever you do. 

On your Master Disk you'll find another sample file called 
INVENTORY. Using OA D, you can access your Disk Options. 
Press #1 for LOAD. Enter INVENTORY just as it appears here - 
all in capital letters. 

What you'll see once you load the file is a simple inventory control 
system designed for a General Store. The headings were all 
loaded as text. 

Column 1 was widened to accommodate 15 characters in the event 
that item names could not fit in the standard 9-character cell. Unit 
Costs, Amounts, and Values were entered as values. 

In order to list Amounts as figures rather than dollar values, the 
STYLE feature is used and #8, floating decimal point was 
selected. ("Float" was switched back to "Fixed" for the Value). 

If you place the pointer at any of the cells in the VALUE column, 
you'll see the formula that was used to calculate these values: rc[- 
4] * [-2]. If you're wondering why the cells are referenced this 
way, look again. You'll notice that for aesthetic purposes a column 
was left blank in between each column with entries in it. 

So the formulas in column 7 refer to the values in columns 3 and 
5, which are 4 cells and 2 cells away respectively. When you 
make these sort of stylistic decisions, you should remember that 
they affect the way you reference cells. 
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You can also move the cell pointer to rl9c7 to see the formula that 
totals all the values in column 7. As you may have already figured 
out, the formula is: rc[-14]:[-3]c. 

You might want to duplicate this sample, or something very 
similar to it, before you go on to set up your own spreadsheet. 

Play around with a mock inventory sheet, perhaps entering 
formulas for subtotals, or even reserving a space for the value of 
labor if you are a manufacturer. Once you get the hang of it, you'll 
be well on your way to designing your own spreadsheet. 


TRIO CALC:Definition Of Terms 

All of TRIO CALC's features are accessible through the command 
keys displayed on the bottom of the screen. 


Command Keys 

Pressing the first letter of the key word along with the OA (OPEN 
APPLE) key activates the mode you want. You can also use the 
CA (CLOSED APPLE) key (to the right of the space bar) if its 
easier to reach. Both work for all commands. 

You can quit any command by pressing the Escape - ESC - key. 

OA B: BLANK -- Erase the contents of a cell or block of cells. A 
prompt (BLANK:) at the bottom of the screen will ask you to 
enter the cell or range of cells you wish to erase. 

OA C: COPY — COPY the contents of a cell, row, column or a 
block to another part of the sheet. 
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To copy a CELL, press the OA and C keys. A COPY FROM 
prompt appears. Indicate the cell, and press RETURN. 

In answer to the COPY TO prompt, indicate the cell or range you 
want to copy to and press RETURN (r3c2:12, for example). The 
contents of the original cell are duplicated in the new cell or cells. 

To copy a ROW or COLUMN enter the range to copy (e.g. 
r6cl:14). Then after the COPY TO prompt, enter the destination 
ROW or COLUMN (e.g. r22cl:14). 

To copy a BLOCK, use the same technique as above but designate 
the range of the block. Designate the row range and the column 
range. For example, COPY FROM: r4:17c2:14 and COPY TO: 
r4:17cl6:28. 

Also use OA C to change the style of cells you've already entered. 
Follow the prompts. 

OA D: DISK - Access the various disk options, including LOAD, 
SAVE, RENAME, DELETE, DIRECTORY. 

To LOAD a file, press #1 and enter the file name exactly as you 
saved it. Press RETURN. 

To SAVE a file, press #2 and enter any alpha-numeric name with 
up to 15 characters and press RETURN. Don’t use any 
punctuation, special symbols, OR SPACES. Remember to use a 
formatted data when you want to SAVE a file. 

To RENAME a file, press #3 and enter the exact name of the file 
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you want to change followed by a comma and the new name. 

Press RETURN. Use the same guidelines for renaming a file as 
you would for naming one (SEE SAVE). 

To DELETE a file, press #4, enter the exact name of the file you 
want erased, and press RETURN. To view the DIRECTORY, 
press #5 and if your data disk is in a drive, simply press RETURN. 
The directory will appear on the screen in an overlay window. To 
view the directory of a specific disk volume, enter the volume 
name preceded by a slash at the prompt. 

OA E: EDIT - Place the pointer at the cell to EDIT and press the r 
and E keys. Or press the OA and - keys. The contents of the cell 
will appear in the message area below. 

The arrow keys are used to move the cursor left and right for 
editing. Corrections can be made right over the original text or 
numbers. After the correction is made, press RETURN. 

In the EDIT mode, you can move the cell pointer around the 
spreadsheet by using the OA key along with any of the cursors. 
This allows you to pick up the contents of a cell and drop them 
somewhere else. 

OA F: FORMULA — Pressing the OA and F keys indicates you 
want to enter a fonnula into a cell. Formulas are entered using 
cell references and standard mathematical equations. 

Two types of formulas exist: those that use RELATIVE 
REFERENCES and those that use ABSOLUTE REFERENCES. 
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An example of a formula with RELATIVE REFERENCES is: r[- 
5]c+r[-l]c. This means the cell that contains this formula is 
actually the sum of the cell which is five rows above in the same 
column and the cell which is one row above in the same column. 

Because it is RELATIVE, the formula will "relate" to the cells five 
rows and one row above in the same column — regardless of 
which cell it is moved to. 

Remember that a minus sign refers to cells above and to the left of 
the cell pointer, while a plus sign refers to cells below and to the 
right of it. 

An example of ABSOLUTE REFERENCE is rlcl+r2c4. This 
refers to specific cells. If the formula were moved to another cell, 
it would still refer to these particular cells. 

Cell references can also be MIXED when necessary. If you 
always want to refer to row 2 in any column, but the column 
you're interested in changes, you might have a formula that 
specifies: r4c[-l] which would translate as row 4 in the column to 
the left of wherever your cell pointer is. 

OA G: GO TO — This function can be used to jump the cell 
pointer to any cell on the spreadsheet. Press OA G and enter the 
cell designation. The cell pointer will instantly go to this cell. 

OA H: HELP SCREENS — Instant help is right at your 
fingertips. Just press OA H and a Main Help Menu will appear. 
You'll be given 13 options. Just press the number of the one you 
want, and another Help Screen that contains the information you 
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want will appear. Press ESC once to go back to the Main Help 
Menu, twice to go back to the program. 

Make sure that TRIO is in the computer when you press OA H. 

OAI: INSERT ROW/COLUMN - Insert a blank row or 
column at any time by pressing OA I. This function inserts 
columns to the left of your cell pointer and rows above it. 

OA L: LENGTH -- Use OA L to change the length of the cells in 
a particular column. This changes the width of any column to 
accommodate text, formulas, or values that exceed the 9-character 
default for cell length. Press O A L and enter the number of 
characters (2-76) that you want the column cell to hold and press 
RETURN. 

OA M: MATRIX - Change the number of rows and columns in 
your spreadsheet by pressing OA M. You'll be given three 
options: Change # Rows, Change # Columns, and Maximize 
Rows. If you change either the number of rows or columns, the 
program will compute how many you can have of the other and 
display this for you. 

If your current number of rows is close to the maximum number 
available, you'll have to decrease the number of rows or columns 
before increasing the other. If you request a combination the 
program cannot handle, you will get an "out of memory error" 
message. 

Although the number of rows changes if you change the number 
of columns, the program does not automatically give you the 
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maximum number of possible rows. 

This is so that some space remains for you to change cell lengths. 
If you don't want to change the cells lengths, use "Maximize 
Rows" to make sure you have the maximum number available. 

OA O: CALC ON/OFF — This is a toggle switch that turns the 
automatic recalculation of the spreadsheet on or off. When 
loaded, the recalculation is 'ON'. This means that every time you 
make a change on your sheet, the program automatically adjusts 
for it. Pressing the OA O key turns this feature off (as the screen 
designates). 

OA P: PRINT - Access print commands and convert files to 
TRIO WORD. When you press OA P, a menu is displayed: 

1. SET BLOCK — Set a block of cells to be printed on a page that 
exceeds neither the width nor length of the paper. The number of 
characters that will be printed on a line is indicated at the bottom 
of the screen when you are in this mode. This number depends on 
the dimensions of the block you've set. 

2. PRINT BLOCK — This prints the block you selected above. 

3. CONTROL CODES —This choice allows you to enter ASCII 
codes. Using these codes you can condense the block you set 
(changing the number of characters per inch), print in boldface, or 
access a variety of other printing features. Consult your printer 
manual for the codes you should use and see the examples in the 
section called "Printing Your Spreadsheet" in this manual. 
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4. PRINT TO DISK -Translate the selected block into a TRIO 
WORD file which can be integrated into other TRIO WORD files 
or LINKED together using TRIO LINKING CHARACTER. 
Name the file when asked for "Print to Disk Pathname." 


This will be the name you'll use to relocate the file in TRIO 
WORD. Again be careful that the size of the block corresponds 
with TRIO WORD'S 80 column (or character) structure. 

OA Q: QUIT - Pressing the OA Q key provides a menu which 
allows you to either blank the sheet, return to WORD or FILE, or 
another program. You should SAVE your work onto a data disk 
before you QUIT. (See SAVE under OA D.) 

OA R: RECALCULATE - This command allows you to 
recalculate the spreadsheet. TRIO CALC uses the "natural order 
of recalculation," meaning that the program calculates the 
formulas so that any formula that is depended upon by another is 
always evaluated before it. 

An error message ("Formula Loop Error") occurs if a 
CIRCULAR REFERENCE is encountered. This happens when a 
formula refers to itself and therefore cannot be calculated. 

OA S: STYLE - Choose the way text and numbers are displayed 
when they are entered. 

You can choose to display values flush right (standard) or left 
(indicated by a > or < and the# sign at the bottom of the screen). 


You can choose to display text 


flush left (standard) or right 
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(indicated by a < or > and the a "t" at the bottom of the screen). 

Choose whether or not to have a dollar sign automatically 
displayed with the numbers you enter. And select whether to have 
two decimal points or floating point numbers displayed. 

OA T:TEXT — Use to enter text. If you type a letter as the first 
character in a cell, the program automatically accepts the cell entry 
as text - there's no need to press OA T first. But use OA T to enter 
numbers as text so that they will not be expressed as values. 

OA V: VALUE — Use OA V to enter a value. If the first 
character you enter is a number, the program automatically accepts 
the entry as a value. Use OA V especially if you want to enter text 
(mathematical notation, for example) as a value. 

OA W: WINDOW — Sets an overlay window (by column or 
row) for easy viewing of a label, heading, or block of numbers that 
is away from your work space. OA < displays a column window; 
OA A displays a row window. 

Windows will only appear when the command key is depressed. 

OA X: DELETE ROW/COLUMN - Erase any row or column 
by pressing OA X. Use the cell pointer to designate the row or 
column you want to delete. 

OA Z: ZERO — Toggle key that sets empty cells at either "0" or 
"???" (for error). When set at "0," the program fills in any empty 
cells with a value of zero so that you can total cells even if there 
are gaps in the range you've designated. 
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When set at"???," the program gives you an error message if you 
try to total a range that contains empty cells. 

OA [: BEGINNING OF DOCUMENT -- This command allows 
you to shift immediately to either the top left corner of the screen 
(when pressed once) or home comer of the entire spreadsheet 
(when pressed twice). 

OA ]: END OF DOCUMENT - And this command allows you 
to shift immediately to either the bottom right comer of the screen 
(when pressed once) or the end comer of the entire spreadsheet 
(when pressed twice). 

OA UP (CURSOR) - The OA key pressed along with the up 
arrow cursor will move your cell pointer up one screen. 

OA DOWN (CURSOR) -- The OA key pressed along with the 
down arrow cursor will move your cell pointer down one screen. 
OA LEFT (CURSOR) - The OA key pressed along with the left 
arrow cursor will move your cell pointer left one screen. 

OA RIGHT (CURSOR) -- The OA key pressed along with the 
right arrow cursor will move your cell pointer right one screen. 

OA ?: LIST COMMANDS -- This feature allows you to view a 
list of all command keys, along with a brief description of how 
they work, without interrupting the operation of the program. 


Formula Symbols 

These symbols are used with cell references to create formulas: 
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+ ADD. For example, rlc+r2c indicates that the values in cell rl 
and r2 will be summed. 

- SUBTRACT. Numbers or cells can be subtracted as well, as in 
the case of r4c-r8c. 

* MULTIPLY. The asterisk signifies multiplication of cells, 
numbers, or both. For example: r4c5*2. 

/ DIVIDE. The slash will divide the first cell value or number by 
the second as in the example r8c5/4. 

: RANGE. The colon indicates that a formula contains a range of 
cells. For example, rl: 10 indicates all the cells from Row 1 
through Row 10. 

A EXPONENTIATION. The caret sign allows you to raise a 
number to the power of another number. 2 A 10, for example, 
indicates 2 to the power of 10. 

()FIRST. This sign gives precedence to the formula within the 
parentheses. 
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Mathematical Functions 

There are a number of advanced mathematical functions available 
that can be used in formulas. 

All of these functions and operators act the same as they do in 
BASIC: 

exp: e raised to a power (e=2.71828) 
log: natural logarithm (base e) 

cos: cosine trig function 

sin: sine trig function 

tan: tangent trig function 

atn: arc tangent trig function 

sqr: square root (example: sqr (9)) 

sgn: arithmetic sign 

int: integer part of number 

abs: absolute value of number 
and: binary logical and operator 
or: binary' logical or operator 

not: binary logical not operator 

> = < boolean inequality operators 
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TRIO FILE: 

The File System 


Quick Start Reference Sheet 


Command Keys 

OA Designates the(5 key or the # key. 


OA A ARRANGE (OR SORT) RECORDS 
OA B BLANK OR ERASE THE CONTENTS OF A CELL 
OA C COPY (OR MOVE) CELL, ROW, COLUMN OR 
BLOCK 

OA D DISK OPTIONS :LOAD, SAVE, RENAME, 

DELETE, SHOW DIRECTORY 
OA E EDIT WITHIN A CELL (SAME AS OA=) 

OA F FIND OR SEARCH FOR A SPECIFIC RECORD 
OA G GO TO ANY DESIGNATED CELL LOCATION 
OA H HELP SCREENS 

OA I INSERT BLANK ROW/COLUMN 

OA L LENGTH OF CELL: CHANGE COLUMN WIDTH 
OA M MATRIX: SET NUMBER OF ROWS AND 

COLUMNS 

OA P PRINT OPTIONS 

OA Q QUIT TRIO FILE 

OA T TITLE A COLUMN (FIELD) 
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OA W WINDOW SET BY ROW OR COLUMN 

OA X DELETE ROW/COLUMN 

OA < SHOW ROW WINDOW 

OA A SHOW COLUMN WINDOW 

OA ? LIST COMMANDS FOR QUICK REFERENCE 

OA [ BEGINNING OF DISPLAY/DOCUMENT 

OA ] END OF DISPLAY/DOCUMENT 

NOTE: USE THE ESC KEY AT THE TOP LEFT CORNER 
OF YOUR KEYBOARD TO QUIT ANY OPERATION. 

CURSOR KEYS: 

OA UP MOVE UP ONE SCREEN 
OA DOWN MOVE DOWN ONE SCREEN 
OA LEFT LEFT ONE SCREEN 
OA RIGHT RIGHT ONE SCREEN 


TRIO FILE: The File System 

Perhaps the easiest program to master among the TRIO programs 
is TRIO FILE. This is a very simple-to-use, highly flexible file 
manager (or data base) which allows you to store many different 
records in all types of formats. 

TRIO FILE can be used to keep records of almost anything you 
can think of. It can be used as your phone or address book. It can 
keep track of your possessions, assets, or prized collections. Or it 
can be set up to store any other type of record you need. 

TRIO’s filing system is as flexible as you design it to be. 
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Loading TRIO FILE 

Like TRIO WORD and TRIO CALC, TRIO FILE can be loaded 
from the master disk or from one of the other programs. Be sure 
that the Master disk is inserted into the drive, that the door is 
closed, and that your computer is turned on and ready. 

When the Main Menu appears on the screen, choose #3 to load 
TRIO FILE. 

Once the program is loaded, you’ll see a screen similar to the 
screen for TRIO CALC. The enclosed portion with numbers 
running along the left side and top is your work space. The 
bottom of the screen contains operating information. 



At the bottom of the screen you'll see the menu of command keys. 
(If you've used either TRIO WORD or TRIO CALC many of these 
are probably very familiar by now.) To access these command 
keys, press the OA (open apple) or CA (closed apple) key along 
with the first letter of the command. 
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Any time you use one of the command keys, the bottom of the 
screen will also provide you with specific prompts to guide you 
through the function you’ve chosen. 

As you'll notice, the work area of the screen has the number 1-5 
running across the top and 1-18 running down the left side. 

In the upper left comer, there is a white block called the CELL 
POINTER. This lets you know where you are in your records. 

Once you know how to move around the screen with ease, you'll 
be ready to start using TRIO FILE to keep your records in order 
like they've never been before. 


Moving Around In Your Records 

You can move to any section of your records by using the same 
ARROW cursor keys used in TRIO WORD and CALC. These 
keys are located at the right, bottom of the keyboard. 

Press any of the keys (up, down, left, right) and the white CELL 
POINTER will move. If you use the OA key with any one of 
these cursor arrows, you can move an entire screen in the direction 
of the arrow you chose. 

Try pressing the down arrow key. The CELL POINTER moves to 
the bottom of the screen. Notice that the row numbers change, 
getting higher. This indicates where you are on the sheet. If the 
cell pointer is next to 40, for example, you've scrolled down to the 
fortieth row in the first column. 

Now try holding down the right arrow key. The cell pointer will 
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move to the right of the screen and you’ll notice the numbers 
changing at the top of the screen. Again, you are moving to a 
different location in your records. If you stop at COLUMN 9, 
your cell pointer will now be sitting in a location called ROW 40, 
COLUMN 9. 


Every cell has its own "name." In this case Row 40, Column 9 
would be referred to as r40c9. 

Check the box located at the bottom left of the screen (right above 
the menu of commands) and you'll see the PRESENT CELL 
LOCATION (in this case r40c9) displayed. Move your cell 
pointer around some more and watch this box change. 

Beginning/End Of Display Or Document 

Whenever you want to return to either the top of the displayed 
screen or the document, use the OA [ (left bracket symbol near the 
RETURN key). If you press it once, the cell pointer will move to 
the top left comer of the screen. Press it twice and you'll find 
yourself back at the home comer, in cell rlcl. 

To go to either the bottom of the displayed screen or the end of the 
document, use the OA ] key. Press it once and you'll be brought to 
the bottom right comer of the screen. Press it twice to go to the 
end of the document. 


Creating Your Own Filing System 

How are you going to use TRIO FILE? What do you want it to do 
for you? Once you've answered these questions, you'll be able to 
build your own personalized record-keeping system. 
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First, let's create a standard NAME AND ADDRESS BOOK. 

Each time you enter a complete name, address, and phone number, 
and any other related information, you will be creating a 
RECORD. A RECORD is made up of many FIELDS, or 
categories of information that you define. 

Each column represents a field, and each row represents a 
compilation of the information in these fields. Each row, then, is a 
RECORD. 

Keep in mind the fact that each character in a RECORD takes up 
memory space. The fewer characters you have in a record, the 
more records you'll be able to create. If you use only the amount 
you need and no extra, the disk will be able to store more records. 

So before we go on to enter our information, let's make sure they 
take up only the amount of space you need. 

Cell Length 

When you first load TRIO FILE, each column is automatically set 
at a width of fifteen characters. This means that the cells in your 
fields will only hold fifteen characters unless you change this 
setting. 

Let's assume your first field in our sample name and address book 
is "last name." Few last names have as many as 15 letters in them, 
so you might want to decrease cell length (and therefore column, 
or field, width) to 12 Press OA L and enter the "New Width for 
Current Column" when prompted. 
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Now you've built a little more slack into you filing system. You 
can add the 3 extra characters you got rid of to another field 
without having to sacrifice the number of columns available to 
you. If you increase cell length in one column without decreasing 
it somewhere else, you will cut down the number of columns you 
can have altogether. 

No cell can hold fewer than 2 or more than 76 characters. 


Changing The Dimensions: 

The Matrix Commands 

Even if you've tailored the length of the cells in each field to suit 
your needs, you may find that the row and column matrix doesn't 
correspond with your requirements. Maybe you need more than 
the 10 columns you are provided with at the beginning of the 
program. Or you have more records than the default of 423 rows 
can hold. 

These are the times you'll really appreciate FILE'S flexibility. All 
you have to do to reconfigure your matrix, is press OA M. 

When you access the MATRIX command, the current number of 
rows and columns is displayed at the bottom of the screen along 
with the maximum number of rows available. If you haven't used 
this function yet the current and maximum number of rows should 
be the same. 

The program will allow you to have as many as 99 columns OR 
999 rows. You are given three options under MATRIX: (1) New 
# Rows, (2) New # Columns, (3) Maximize Rows. 
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When you press either 1 or 2, you'll be asked to specify the new 
number of rows or columns you would like. The program will 
then make the changes and display the new numbers for you. 

It is very important to remember that when your current number of 
rows is close to the maximum number available, you will have to 
decrease something before you increase something else. If there's 
not enough memory remaining to execute the changes you 
requested, you'll get an "out of memory error" message at the 
bottom of the screen. 


So what is #3, Maximize Rows, for? First you should understand 
that although the program does recalculate the number of rows 
after you request a change in the number of columns, it does not 

automatically give you the maximum number available. This is 

because FILE reserves room for changes in cell length. These 
changes, as you recall, sometimes affect the number of rows and 
columns available. 

If you don’t need to increase the width of any cell's columns (or if 
you ve already done so), you might want to maximize your rows. 

If you have trouble envisioning the format you want, try sketching 
it out on paper. Often this approach gives you a better idea of the 
number of rows and columns you'll need, as well as the number of 
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characters you want a column of cells to hold. 


Setting Up Your Fields 

Now that you've set the general parameters for your data base, let's 
go ahead and enter the fields. 

The first thing you’ll want to do is title your fields. You may have 
noticed the extra row above row 1. This is the heading, or title 
row. You only access this row when you enter a title. 

Press OA T and a prompt at the bottom of the screen asks you to 
enter the column title you want. Make sure the cell pointer is 
below this heading row in the column you want to title. 

Start with column 1. First press OA T and enter "last name" 
(without the quotation marks). Now, with your cell pointer still in 
column 1, press OA L and enter 12 for the new column width as 
suggested above in the section on cell length. 

Move the pointer to column 2, and repeat the procedure of titling 
the field and setting column widths so your information fits. 

To complete our address book, enter "first name," "street," "city," 
"state," "zip code," "phone". Decide how wide each column needs 
to be to hold these pieces of information. For example, "state" 
could be reduced to 6, but address should have space for about 15 
characters. 

What you now have is the skeleton of your address book. 
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Filling In Your Records - - -- 

This is the simple part. Make sure the cell pointer is located 
below the first field and start typing. Press RETURN when you 
finish, and the entry will appear on screen. 

You'll notice that when you begin typing, an "Edit" prompt will 
appear at the bottom of the screen. The program always defaults 
to this mode if you haven't designated another one. 

Don t worry; you haven't done anything wrong. You can think of 
what you are doing as "editing" a blank cell. 

If you try to enter information that exceeds the length of the cell 
whatever is left over remains at the bottom of the screen. If you’ 
press RETURN again, the "left over" information will be entered 
into the next field. If you press ESC, the extra letters will be 
cleared. 

If you want to skip a field in any particular record, just leave the 
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appropriate cell empty. 

Let's make an entry into our data base. Position the cell pointer at 
rlcl and type "Smith". Press RETURN and move the pointer to 
the next field. Enter "John" and in the rest of the fields type in "15 
Acorn St.", "Middletown", "MA", "00000", "(617) 555-1398”. 

You now have your first RECORD. 

Editing Your Records 

By pressing the OA and E keys, you'll enter the EDIT MODE 
which allows you to retrieve and edit any field in your records. 

Place the cell indicator at the cell you want to edit, and press OA 
E. You'll see the same edit prompt that came up when you were 
entering your original records, followed by the current contents of 
the cell. 

By using the cursor keys, you can move through the entry to edit 
it. Make changes by placing the cursor over the characters to be 
changed and entering the new information. Press RETURN and 
you'll see the edited material appear in the designated cell. 

You can also use the EDIT command to drop edited material 
anywhere else in your records. Before you press RETURN to 
complete an edit, press the O A key along with the appropriate 
cursor and you can move the cell pointer to wherever you want in 
your records. Now press RETURN and the newly edited entry 
will appear in this cell. 

EDIT also provides you with a fast way to duplicate the contents 
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of one cell to another. Suppose there are two people with the same 
last name in your address book. 

Rather than enter the name twice, you can place your cell indicator 
at the first cell, press OA E and with the appropriate cursor key, 
move down one row (to the next record) and press RETURN. 
You’ve just picked up the name from the first cell and copied into 
the second one. The original one remains in its cell just as you 
entered it. 

This is really the same routine described above, except you're 
copying rather than actually editing material. 


Inserting A Row Or Column 

The Insert Row/Column Command (OA I) offers another editing 
feature that is very useful when you want to make room for new 
records without erasing any old ones. Just press OA I and you can 
insert a blank row or column anywhere in your records. Follow 
the prompts at the bottom of the screen. 

Remember that FILE always uses the cell pointer as its point of 
reference. Make sure the pointer is exactly where you want it 
before pressing the command key. Columns are inserted to the left 
of the pointer; rows are inserted above the pointer. 


The Copy Command 

There are times when you'll want to COPY the contents of a cell 
into a range of others rather than just one cell as we did in EDIT. 
This is where the COPY command comes in handy. 
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Let's go back to our sample. If there are ten other people who live 
in Middletown, it would be much quicker to copy this information 
instead of entering it ten times. 

Press the OA and C keys and respond to the prompts. At COPY , 
FROM enter the range of cells that holds the information you want 
to copy. In this case that would be rlc4:6 (we'll discuss the 
notation used here in a moifient). 



At the COPY TO prompt, enter r2: llc4:6. Middletown, MA, 
00000 will instantly be entered in the next ten rows. 


Designating A Range Of Cells 

Let’s review the notation used to designate a range. Every cell has 
a name; rlcl is the cell in row 1, column 1. With the pointer at a 
cell, entering an "r" or "c" with no number reference means you’re 
referring to "this row" or "this column." 

If you want to refer to rows 1 through 10 in any given column, 
enter rl: 10. The COLON indicates a range. In the example 
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above, rc4:6 means the cells in THIS row, columns 4 to 6. In 
terms of the address book, this is the city, state, zip code 
information from this row. 

Since we're in row 1, the program takes the city, state, zip code 
information from John Smith's record, and after the COPY TO 
prompt, copies it in the next rows (r2:ll), columns 4 to 6. 



2 

5 

4 

3 

6 


First Warn* 

Street 

City 

State 


1 

2 

9 

4 

5 

6 
7 
0 
9 
id 
11 
12 

13 

14 

is 

17 

10 

John 

13 Aoem St. 

MWdleten 

MWdleten 

MWdleten 

MWdleton 

MWdleten 

MWdleten 

Middleton 

Mlddloton 

MWdloton 

MWdloton 

MWdloton 

MA 

MA 

MA 

MA 

MA 

MA 

MA 

MA 

MA 

MA 

MA 

00000 

00000 

00000 

00000 

00000 

00000 

00000 

00000 

00000 

00000 

00000 


Copy t*: r2:11o4:6 

Copy from: r1o4.*€ 


Note: These examples of designating a range use what are known 
as ABSOLUTE references. They refer to specific cell locations. 

If you've used TRIO CALC, you're also familiar with RELATIVE 
references. TRIO FILE will accept relative references, but you’ll 
find that they are much more applicable to numbers and formulas 
than they are to the type of records you'll be creating here. 

If you are interested in the distinction between the two types 
references, you can also refer to Help Screen #6. 

Let s enter in a few more records so we have some information to 
work with. Position the cell pointer at r2cl and type in the 
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following information skipping over the CITY, STATE and ZIP 
CODE fields that we filled in with the COPY command. 


first name 

last name 

street phone 


Jones 

James 

12 Walsh Rd. 

(617) 555-1010 

Worth 

Mark 

1 Main St. 

(617) 555-9102 

Brown 

Steven 

97 Tree Lane 

(617) 555-7546 

Reynolds 

Richard 

22A Court St. 

(617) 555-6714 

Black 

Ian 

129 Broadway 

(617) 555-6598 

Michaels 

Jean 

17 Smith Ave. 

(617) 555-4583 

Lewis 

John 

42 Water Rd. 

(617) 555-4391 

Banks 

Eileen 

82 Mill St. 

(617) 555-9078 

Arthur 

David 

21 Park Ave. S. 

(617) 555-2233 

West 

Adam 

503 Deluth St. 

(617)555-1107 


Deleting Records 

OA B: THE BLANK KEY — To erase any cell or series of cells 
in your records, press OA B. Specify the cell or range of cells that 
wish to "blank" (or delete) at the prompt that appears at the bottom 
of the screen. 

Be careful when you use this function. You cannot retrieve what 
you erase. Once it's gone, it's gone. 

OA X: DELETE ROW OR COLUMN - This command works 
just like the Insert Row/Column command does. First position the 
cell pointer at the row or column you want to delete. In this case 
we want to delete "David Arthur" from our data base, so position 
the pointer anywhere on row 10. Press OA X and select 1 for 
delete row. Press RETURN and the entire RECORD is deleted 
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and "Adam West" moves up to row 10. Deleting columns works 
exactly the same way. 

The Go To Key 

You can always get to a cell easily by using the arrow cursor keys, 
but if you want to move the cell pointer instantly, you can 

use OA G instead. Simply enter the name of the cell you want to 
go to at the bottom of the screen and hit RETURN. 


Searching Your Records 

By pressing the OA F key, you can find any part of a record. This 
is the section where you might want to search your records by 
profession, city, zip code, etc. Go ahead and press OA F, and 
you’ll see a menu of search options appear. 

You can either "FIND" and (1) Go To, (2)Go To + Print (3) Print 
or (4) Print-to-Disk. 

Select 1 and press RETURN.— This option allows you to search 
for something in a record or range of records and see the item 
displayed on screen. You'll be asked to enter the range you want 
to search. The program defaults to "0," Entire Sheet (meaning an 
entire sheet's worth of rows). 

If you press "1," Row Range of Print Block, the program searches 
a print block which can be designated under the Print Section (OA 
P). This doesn’t mean you have to actually print this block; it only 
means that the program needs a pre-designated row range to work 
with if you don't want to search the whole sheet. 
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As you haven't yet designated a Print Block in that section just 
select Option #0. Instructions for setting a print block are coming 
up in the PRINT section that follows in a few pages. 

Next, you'll be asked to enter which column you want searched. 
Select column 1 and then at the SEARCH FOR: prompt, type in 
the word "Brown". Make sure that you type the capital "B" as 
Trio differentiates between upper and lower case letters. 

Press RETURN and the cell pointer jumps to Steven Brown’s 
record. You will see the prompt which allows you to "quit" or "go 
on" with the search. If there were any more Browns in your list, 
by pressing RETURN, the program would find the next one. 

You can also enter a single character if you want to find any item 
in the field you've chosen that begins with that character. This is 
the way you would find all the last names beginning with B, for 
example. 

It is important to remember that you cannot search more than 
one field at a time. 

(2) Go To + Print - This option works exactly like #1, "Go To" 
does, except each time you press RETURN any record that 
contains the item you've entered is printed out. 

(3) Print Block -- This option prints out the records that contain 
the item you entered without displaying them on screen. 

(4) Print-to-Disk - This option allows you to enter items for 
search, and then assign them to a new file that can later be 
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accessed in TRIO WORD. Use the "Configure" Option (#5) under 
PRINT if you want to set this information up in a particular format 
(e.g. mailing labels). 

When you choose this option you'll be asked for a file name. 

When you are using TRIO WORD, you will use this name to load 
the file. 


Sorting Your Records 

What about sorting your records? After all, an address book is 
usually arranged in alphabetical order. No need to worry 
- TRIO FILE will sort your records almost instantly. Just press 
OA A (for ARRANGE). 

You'll be given the option of sorting the entire sheet's worth of 
rows (this is the default as in FIND) or sorting a designated row 
range in a print block. Usually it's easier to simply sort the entire 
sheet, but if you want to isolate a particular block, go to the 
PRINT section and SET a block using Option #1. 

After you designate the "Sort Range," the program will ask you if 
you want to cancel the command, sort the current column in 
"normal order," or sort it in "reverse order." For words, normal 
order means in alphabetical order, A-Z. Reverse order would be 
Z-A. For numbers, normal order would be ascending order, or 0- 
9. Reverse order would be descending. 

You can only sort one column (or field) at a time. When the 
program rearranges your records, the whole row is moved 
regardless of the specific field it was sorted by. Remember that 
the program executes a sort on the current column, meaning the 
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one in which your cell pointer is sitting. 


Storing Your Records 

By pressing OA D (for DISK OPTIONS), you’ll access the section 
of the program that allows you to load, save, and make changes in 
the files that contain your records. 

There are five disk commands: 

(1) LOAD - To retrieve any records you've already saved, press 1 
and enter the EXACT file name in the prompt area. Press 
RETURN. 

(2) SAVE — Once you've created records, you'll want to SAVE 
them. You can also save system "skeletons" — specified matrix, 
cell lengths, and fields. You can later use these skeletons to store 
records similar to those you created the form for originally. Press 
2 and you'll be prompted to enter a file name. 

IMPORTANT: Only use letters, numbers or periods in your file 
names (up to 15 characters). That means no other punctuation, 
special symbols or spaces. 

Make sure that when you save your records, you have a formatted 
disk in the drive. Format a disk using PRODOS on the Apple 
Utilities disk. 

Data will always be saved onto a disk other than the master. If 
you have a single drive system, insert the data disk when you want 
to save your records. In a two drive system, the program will 
automatically save to a data disk, regardless of which drive it is in. 
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(3) RENAME - Enter both the old name and the new one, 
separated by a comma. 


(4) DELETE - Just press 4 and enter the name of the file you 
want to delete from your disk. 


(5) DIRECTORY - To get a listing of your disk directory, simply 
press RETURN at the "Directory Name" prompt This works if 
data disk is in one of the drives, since the program goes out and 
reads anything that isn't the master disk. 

If you want a listing for a specific disk volume, enter the volume 
name preceded by a slash (e.g. /DATA, or for the master disk 
/TRIO). Press RETURN. 


Printing Your Records 

The Print Function (OA P) allows you to enter a11 the necessary 
information about how you want your records printed. It also 
allows you to convert TRIO FILE files to TRIO WORD files. 

When you press OA P, a printing menu appears at the bottom of 
the screen: 


1. SET BLOCK - Often the records you want to print out will 
take up more space than a piece of paper. If this is the case, you 
need to set a block of cells that exceeds neither the width length 
nor length of the paper. 

You can set a block by pressing 1 on the printing menu. Enter the 
block of cells you wish to print. If you enter rl :5c 1:5, for 
example, the program will print out the first five rows by five 
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columns. 

At the bottom of the screen in this section is displayed the current 
line length. The default is 75 (characters) which translates into 5 
columns each 15 characters wide. If you reduced the length of the 
cells in any field, you'll be able to print more columns, but just 
remember that standard paper holds only 80 characters edge to 
edge. 

You also don't want to print out more than 54 rows at a time, since 
standard paper prints 6 lines to an inch (6 lines times 9 inches 
would leave you an inch at the top and bottom of an 8 1/2 x 11 
piece of paper). 

Also use SET BLOCK to set a search range for the FIND function. 

2. PRINT BLOCK - This option will allow you to print the block 
you selected above in #1. Unless you use #5, "Configure," your 
records will print out exactly as they appear on the screen. 

3. CONTROL CODES -- With this option you can define ASCII 
codes in order to access special printing features. 

Consult your printer manual to find out which combinations of 
control codes your printer recognizes. 

Here are a few examples. If you want to use the condensed mode 
(or character pitch) on the Imagewriter or Scribe in order to fit 
more characters on a page, use the ASCII decimal code 27, 81. 
Using this code would allow to fit more columns (or fields) on a 
printed page. 
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The Imagewriter also offers you a boldface option. The code for 
boldface is 27, 33. 

For the specifics of setting up these code strings, refer to the 
section on printing in the TRIO CALC part of this manual. 

4. PRINT TO DISK — In this section, you can translate the 
selected block into a TRIO WORD file. You can then load this 
block into the TRIO WORD Klipboard and merge it with your 
main WORD text. This option is particularly useful for mailings 
or form letters. 

Enter a "Print-to-Disk Pathname" when prompted. This will be 
the file name you'll use to retrieve this information when you're in 
TRIO WORD. 

5. CONFIGURE — This option allows you to format your records 
so they can be used to print out labels, form letters, or anything 
along those lines that requires a special format. 

This section uses the print block that you set above. 

When you access this option, you'll be asked to enter a 
"Configuration String." This control string allows you add spaces, 
force a new line, alter the left margin, etc. 

Specify each field that you want to print out by number. These 
specifications will actually override the column range designated 
in your Print Block. What follows is a listing of the symbols you 
should use to put together a configuration string. 
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Configuration Symbols 

I The vertical bar (the shifted key under your backspace key) 
indicates a separation between configuration symbols. 
Otherwise it doesn’t affect printing format. 

# The number sign will give you one space. 

+ The plus sign tells the program to print all trailing spaces 

in a cell (otherwise they are not printed). 

, A comma tells the program to print a comma followed by a 
space. 

n-m Any two numbers separated by a hyphen tells FILE to print 
these columns exactly as they are on screen. 

RnCm Indicating a specific cell location will cause the specific 

contents of that cell to be printed out wherever you include 
this code. Use this code for "stock text," such as 
"ATTENTION" or "Dear." 

" (or') Like the RnCm code, this code allows you to include literal 
text in quotes (double, or single if the text includes 
apostrophe s) that you want to appear along with all 
designated records. 

A This symbol forces a form feed, or new page. Use this 
when printing out a batch of form letters. 

/ The slash indicates a carriage return, or new line. 
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Tnl An upper case T followed by a number and the vertical line 
sets the left margin to "n" spaces. 


Examples: 

(1) Address Label 2#l/3/4,5#6// 

Let's go through this configuration string step-by-step. 

The 2 indicates the second field, first name. 

The # sign is a space. 

The 1 indicates the first field, last name. 

Next is a carriage return, with the slash. 

3 allows the street address to be printed and again the slash forces 
a new line. 

4,5#6 represents city followed by a comma and a space then state 
and a space and zip code, all on the same line. 

The last two slashes leave two blank lines before the next entry. 

So our example would print out like this: 

Mary Matthews 
99 Main Street 
Plainville, TX 00000 

(2) Stock Text 1/3/4,5#6//"ATTN:"##7 

In this example Field 1 is "Firm." 3,4,5,6, are Street, City, 
State, Zip and Field 7 is titled "Contact." 

The example would print out as: 
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Andrews & Andrews 
100 White Street 
Newtown, OR 00000 

ATTN: Ralph Andrews 


Other Important Functions 

OA W: CREATING A WINDOW -- Sometimes when you’ve 
scrolled down in your records past the heading row at the top, you 
lose track of where you are and which fields are which. 

The WINDOW feature allows you to highlight a COLUMN at the 
left of the screen and a ROW at the top of the screen. Then you 
can move anywhere in your sheet and display that row or column 
next to the area where you are working. 

Press OA W and indicate the row or column that you wish to 
display as a window. 

To display these windows, press OA < (upper case comma) for a 
column window and OA A (upper case 6) for a row. 

OA H: HELP WINDOWS -- If you are in the middle of working 
with your records and you need information about one of the FILE 
features or command keys, press OA H. 

A Main Help screen will appear as an overlay window (this means 
that the operation of the program will not be interrupted). There 
are 15 "Help Topics" to choose from: 
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(1) 

The Keyboard 

(2) 

The MENU 

(3) 

Load & Save 

(4) 

Edit: Data entry 

(5) 

Absolute/Relative 

(6) 

Copy 

(7) 

Length 

(8) 

Matrix Changes 

(A) 

Window & Title 

(A) 

Disk Commands 

(B) 

Print 

(C) 

Integrate 

(D) 

Find (Search) 

(E) 

Arrange (Sort) 


Choose the topic you're interested in and a New Help screen with 
the specific information you requested will appear. Use the cursor 
keys to scroll the window. Press ESC once to return to the Main 
Help Menu, twice to return to the program. 

Remember that the Help Screen information is stored on your 
Master Disk. This means that it has to be in one of the drives if 
you want to access this section of the program. 

Pressing the OA and ? keys together gives you a listing of all the 
FILE commands along with a description of what they do. 

This information resides in the computer's memory as long as it's 
on, so you don't need your master in a drive in order to refer to it. 

OA Q: QUIT - This allows you to exit FILE and go to one of 
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the other TRIO programs without having to load from scratch. 
When you press OA Q, you'll be asked if you want to SAVE the 
current data before quitting. Answer Y, for Yes, N for No. 

At the bottom of the screen there is a menu that gives you the 
option of clearing your current FILE records, loading WORD or 
CALC, or exiting to another program. 


TRIO FILE Definition Of Terms 

You can access all of TRIO FILE’S features through the command 
keys displayed at the bottom of the screen. 


Command Keys 

Pressing the first letter of the key word along with the (OA 
graphic here) (OPEN APPLE) key will activate the mode you 
want. You can also use the (CA here)(CLOSED APPLE) key 
(located to the right of the space bar) when it's easier to reach. 
Both work for all commands. 

Use the menu of keys words displayed at the bottom of the screen 
if you can't recall the name of the function you want. 

You can always use the Escape Key - ESC — to quit any 
command. 

OA A: ARRANGE (SORT) --By pressing OA A, you can sort 
either the entire sheet (everything you've loaded into the program 
so far) or a selected print block. 

(See the PRINT section below for the specifics of designating a 
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row range, or print block). 

The program always sorts the "current column," meaning the one 
in which your cell pointer is sitt in g, 

Select "normal" (A-Z.0-9) or "reverse" (Z-A.9-0) order for your 
sort. Your records will be rearranged almost instantly. 

OA B: BLANK - Erase the contents of a cell or range of cells. 
Enter the cell or cells you want to delete at the prompt that appears 
at the bottom of the screen. 

OA C: COPY - COPY the contents of any cell, row. column, or 
block to another section of your records. 

To COPY a cell or range of cells, press the OA and C keys. 
Indicate the cell or range you want to COPY FROM at the prompt. 
Press RETURN. Next indicate the cell or range you want to 
COPY TO at the prompt. 

Press RETURN again and the contents of the original cell or cells 
will be duplicated to the area you specified. 

OA D: DISK OPTIONS — Use OA D to access any one of the 5 
disk options: LOAD, SAVE, RENAME, DELETE, DIRECTORY. 

To LOAD a file, press #1 and enter the file name exactly as you 
saved it. Press RETURN. 

To SAVE a file, press #2 and enter any alpha-numeric name of up 
to 15 characters and press RETURN. Don’t use any 
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punctuation, special symbols, OR SPACES when naming files. 
Remember to use a formatted data disk to SAVE your files. 

To RENAME a file, press #3 and enter the exact name of the file 
you want to change followed by a comma and the new name. 

Press RETURN. Use the same guidelines for renaming a file as 
you would for naming one (SEE SAVE). 

To DELETE a file, press #4, enter the exact name of the file you 
want to erase, and press RETURN. 

To view the disk DIRECTORY, press #5 and if your data disk is in 
the drive, simply press RETURN when asked for directory name. 
The directory will appear on the screen in an overlay window. To 
view the directory of a specific disk volume, enter the volume 
name preceded by a slash at the prompt. 

OA E: EDIT - The program defaults to this mode when you are 
entering text and have not specified a particular function. Use OA 
E to edit material already entered into a cell. 

When you press OA E (or OA =), the contents of the cell you’ve 
indicated with the cell pointer will appear next to the EDIT prompt 
at the bottom of the screen. 

Use the arrow cursor keys to move through the entry and make 
corrections. Corrections can be made right over the original 
material. Press RETURN when you're finished editing. 

Also use EDIT to pick up the contents of cell and drop them 
somewhere else. Before you press RETURN, simply press the 
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OA key along with any of the cursor keys and move the cell 
pointer to the new location you desire. 

OA F: FIND (SEARCH) — Press the OA and F keys to find any 
record or group of records. This is the section to use when you 
want to search your records by profession, for example, to find a 
particular one. 

The FIND menu gives you 4 options. 

(1) Go To -- The items entered to be searched are displayed on the 
screen one at a time. Press RETURN to view the next occurrence 
of the item, press ESC to quit the search process. 

First you will asked the column number (or field) you want to 
search. Then you will be asked to enter the item you're looking 
for. Enter either a word, a string of words, or a single character. If 
you enter a single character, the program will search for words that 
begin with it. 

(2) Go To + Print — This option works exactly like # 1, "Go To," 
does except each time you press RETURN any record that 
contains the item you’ve entered is printed out. 

(3) Print Block - This will print out all records that have the 
search criteria you entered without displaying them on screen. 

(4) Print-to-Disk — Enter items for search and then assign the 
records that contain them to a new file that can later be accessed in 
TRIO WORD. 
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Use the "Configure" Option (#5) in PRINT to set this information 
up in a particular format (e.g. mailing labels). 

OA G: GO TO — This function can be used to jump the cell 
pointer to any cell in your records. Press OA G and enter the cell 
you want to go to. The cell pointer will instantly jump to the cell 
you have designated. 

OA H: HELP SCREENS — Use the Help Screens to get quick 
information about any TRIO FILE features or commands without 
having to interrupt the program. Simply press OA H and a Main 
Help Menu will appear. There are 15 (CHECK) Help Topics to 
choose from. Enter the number of the one you want, and another 
Help Screen that contains the information you requested will 
appear. 

Use the cursor keys to scroll Help Windows. Press ESC once to 
get back to the main Help menu, twice to the program. Make sure 
your Master Disk is in the drive when you hit OA H. 

OA I: INSERT ROW/COLUMN - Insert a blank row or 
column anywhere in your records by pressing OA I. Columns are 
inserted to the left of your cell pointer, rows are inserted above it. 

OAL: LENGTH OF CELL - Use OA L to change the length 
of the cells in any particular field (column). This command allows 
you to configure your data base so that each field holds only as 
much or as little text as is necessary. The default for cell length is 
15 characters. No cell can hold fewer than 2 or more than 76 
characters. 
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OA M: MATRIX — Change the number of rows and columns in 
your data base by pressing OA M. Use this feature to increase or 
decrease the number of records or fields you can have. When you 
access this, you're given three options: 

Change # Rows, Change # Columns, and Maximize Rows. If you 
change either the number of rows or columns, the program will 
compute how many you can have of the other and display these 
new numbers for you. 

Remember, if your current number of rows is close to the 
maximum number available, you'll have to decrease something 
before choosing to increase something else. If you request a 
combination that would use up too much memory, you will get an 
"out of memory error" message. 

The program will not automatically give you the maximum 
number of rows available when you make a change. 

This is so you will be able to change the length of any column of 
cells. If you do not want to use the Length Command (OA L), 

you'll probably want to use "Maximize Rows" to make sure that 
you have the maximum number available. 

OA P: PRINT- Use this command to access print options and to 
convert records to TRIO WORD files. The print menu offers you 
the following options: 

(1) SET BLOCK — Set a block of cells to be printed on a page 
that exceeds neither the width nor the length of the paper. 
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The number of characters that will be printed on a line is indicated 
at the bottom of the screen when you are in this mode. This 
number depends on the dimensions you've set. The default is 75 
(to fit easily on paper that holds 80 characters edge to edge). 

Also use SET BLOCK to set a row range to search for the FIND 
function. 

(2) PRINT BLOCK - This option prints out the block you 
selected above. It will be printed exactly as it appears on screen 
unless you use #5, "Configure." 

(3) CONTROL CODES - This choice allows you to enter ASCII 
codes. Using these codes you can condense the block you set 
(changing the number of characters per inch), print in boldface, or 
access a variety of other printing features. 

Consult your printer manual for the codes you should use and see 
the examples in the Printing sections of both the FILE and CALC 
sections of this manual. 

(4) PRINT TO DISK - Translate the selected block into a TRIO 
WORD file. You can then load this block into the TRIO WORD 
"Klipboard" and merge it with your main WORD text. This 
option is particularly useful for mailings or form letters. 

Make sure that the size of the block you’re converting corresponds 
with WORD’S 80 column (or character) structure. 

(5) CONFIGURE — This option allows you to format your 
records so that they can be used to print out labels, form letters, or 
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anything that a special format. 

This section uses the print block that you set above. 

When you access this option, you'll be asked to enter a 
Configuration" string. This control string allows you to add 
spaces, force a new line, alter the left margin, etc. 

For a full listing of the configuration symbols you will need to use 
this feature, see the section called "Printing Your Records" in the 
main TRIO FILE section of the manual. 

OA Q. QUIT — Pressing the OA Q key will allow you to either 
clear your current records, return to TRIO WORD or CALC, or 

exit to another non-TRIO program. Select the option you want 
and press RETURN. 

Generally you'll want to SAVE your work onto a formatted data 
disk before you QUIT. (See SAVE under OA D.) 

OAT: TITLE - Use this command to title your fields. The 

permanently whitened row above Row 1 is the Title or Heading 
Row. You can only enter information on this line when you use 
the Title Command. 

Make sure your cell pointer is in the column you want to title 
when you press OA T. Also remember that the length of your title 
cannot exceed cell length. 

OAW: WINDOW - Use this command to set an overlay 
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window (by column or row) for easy viewing of a field title or 
block of records that is away from your current work space. OA < 
displays a column as a window at the left of the screen. OA A 
displays a row as a window at the top of the screen. 

Windows only appear when the command key for display is 
depressed. 

OA X: DELETE ROW/COLUMN - Delete any row or column 
by pressing OA X. Use the cell pointer to designate the row or 
column you want to delete and the follow the prompts at the 
bottom of the screen. 

OA [: BEGINNING OF DISPLAY/DOCUMENT - This 
command allows you to shift immediately to either the top left 
comer of the display (when pressed once) or to the home comer 
(rlcl) of the entire document. 

OA ]: END OF DISPLAY/DOCUMENT - And this command 
allows you to shift immediately to either the bottom right comer of 
the display (when pressed once) or the end comer of the entire 
document (when pressed twice). 

OA UP (CURSOR) - The OA key pressed along with the up 
arrow cursor will move your cell pointer up one screen. 

OA DOWN (CURSOR) - The OA key pressed along with the 
down arrow moves your cell pointer down one screen. 

OA LEFT (CURSOR) -- The OA key pressed along with the left 
arrow cursor will move your cell pointer left one screen. 
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OA RIGHT (CURSOR) - The OA key pressed along with the 
right arrow will move your cell pointer right one screen. 
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The Desk Accessories Features “ 

Trio’s Desk Accessories offer you four key utilities to help 
organize your desk: 

Calendar - A daily and monthly calendar that allows you to store 
all your meetings and appointments. View these schedules in an 
instant and print them out. 

Index - An easy to access filing sytem for names, addresses 
and phone numbers. 

Notepad - Four pages of electronic scrap paper to help you keep 
track of ideas, messages, memos and other information. 

Calculator - A four function calculator with memory that allows 
you to make calculations on screen or to a printer. 

Each of the applications are easily accessible with a minimum of 
keystrokes. You can pull up the CALCULATOR for a quick 
calculation. Or access the NOTEPAD to jot down an important 
idea. And don't forget, as the day progresses, you can always 
check your appointments or update your schedule. 


The Desktop 

The Desk Accessories uses a 'desktop' environment. This has 
been designed to work equally well for people who use a mouse or 
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for those who prefer keyboard operation. 

When the program is loaded, the main screen has pull down 
menus which contain all the program's features and operations. 
These can be accessed using a mouse or with keyboard 
commands. The commands are listed at the end of this section for 
easy reference. 


To Load 

To load Trio's Desk Accessories select option 4 off the main menu. 



Single Drive System 

The Desk Accessories work with both one and two disk drive 
systems. 

If you only have one disk drive, once the Desk Accessories have 
loaded, you can take out the program disk and insert your data 
disk into the drive. As the help files are not loaded into memory, 
if you wish to view them (Open Apple H) you must insert the 

master disk again. 
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Main Desktop 

The main desktop of Trio's Desk Accessories will appear with 
these menu options across the top of the screen: 



Enter the Date 

The first prompt you'll see is to enter today's date. This will stamp 
any information that you write to disk during the day with today's 
date. Enter the date using one or two digits for Month, Day and 
Year - such as 1/1/88 or 10/11/88. Press Return after entering the 
month, then type in the day, press Return and the year. 

The date entered will determine the month displayed when 
entering the Calendar section. 

For example, entering the date "01/01/88" will cause Trio s Desk 
Accessories to display the month of January (1988) when you 
access the Calendar section. 
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Set Up a 
Data Disk 

After you enter in today's date, this prompt will appear on the 
command line at the bottom of the screen: 

"Insert a data disk and press RETURN or initialize disk or Q)uit." 

Note: If your computer contains an extended memory card, Trio's 
Desk Accessories will not display this prompt. To initialize a data 
disk, select the Initialize option under the FILE menu, the steps 
involved are identical to choosing initialize from the command 
line. Also, if you already have a formatted data disk in drive 2, 
the program will not display this prompt. 

If you have already set up a Trio data disk, you can use it to save 
your Desk Accessory files to. (If you are using a hard disk, the 
Desk Accessories will store data directly onto your hard disk.) 

When you select the initialize option, these prompts will appear: 

"Format disk in slot:" 

Enter the slot number of the drive where the blank disk is located 
to be initialized. For 5.25" drives, the slot is usually 6. If you 
have 3.5" drives the slot number is usually 5. 

"Format disk in drive:" 

Enter the drive number where the blank disk is located. For 
example, if the blank disk is in drive 2, then enter a 2. 

"Name of volume to create:" 
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Enter the volume name of the disk. All disks require a name, 
which can be up to 15 characters long. You can use numbers and 
letters but the name must begin with a letter. 

"All data will be lost in slot X, drive X: 

This is a warning that any data that is currently on the disk you are 
about to initialize will be erased. To continue, press the Y key. 

To stop, press the 'N' or Esc key. 

If the disk you want to format (initialize) has previously been 
formatted by the Apple ProDOS format routine. Trio’s Desk 
Accessories displays "Destroy /VolumeName?" If the disk has not 
yet been formatted by the ProDOS format routine the program 
displays "Destroy non-ProDOS volume?" In both cases, press the 
'Y' key to continue. Press 'N' or Esc to stop. 

Once this is done, you can store the letters you write on this disk. 

If you use one drive, you can simply insert your initialized data 
disk at the Command line prompt and get right into the Trio’s Desk 
Accessories program. Remember, if you are using one drsk drive, 
you will have to re-insert your back-up copy of Trio's Desk 
Accessories in order to view the HELP screens. 

If you use two drives, insert your initialized data disk in the 
second drive. Trio’s Desk Accessories will "bypass" the 
Command line prompt if it detects a data disk in the second drive, 
enabling you to get right into the program. 

Of course, after loading up Trio's Desk Accessories, if you decide 
to exit the program, exercise the Q)uit option. 
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Selecting Options 

Menu options can be selected either by a mouse (using the 
standard point and click procedure) or with keyboard controls. 
To get a feel for what's available to you, try the following. 


Mouse Users 

Move the pointer to the Open Apple selection and pull it down by 
clicking on the mouse button. You will see one option called 
"About Accessories." Holding the mouse button down, slide the 
mouse down so the pointer is over "About Accessories" (it will 
inverse) and release the button. 

A card appears on screen with copyright information. Move the 
mouse down to the card and click to make it disappear. 

Move the pointer to each menu choice (Apple, File, Calendar, 
Index, Select) to see the options available 

Note that next to each option there is an Apple symbol and a letter. 
This means an option can be selected by holding down the Open 
or Closed Apple key (or the option key on a GS) and the 
corresponding key. This can be done instead of pointing and 
clicking on an option. 

Sometimes there is a block next to a menu option. This indicates 
the option cannot be selected at that time because another 
application is being used. 


Keyboard Users - No mouse 

When the program loads, the pointer is at the top of the screen. 
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You can move the pointer across the menu bar and around the 
screen using the cursor keys with the Apple keys. 

Hold down the Open Apple key. (You’ll need to keep holding it 
down during this procedure.) 

Press the Closed Apple key and release it. A beep will be emitted 
from the computer. (Don't let go of the Open Apple key.) You 
must get a beep to indicate it went into the mouse emulation mode. 

Now you can move the pointer around using the arrow keys, to 
position it on the menu option you want to select. 

Press down the Closed Apple key again and the menu under the 
pointer will be pulled down. (Still holding the Open Apple key 
down?) 

Move up and down a menu using the up and down cursor 
keys. (Hold down Open and Qosed Apple keys.) 

To select a menu option, move the pointer over the option 
(using the cursor keys) until it inverses and then release the 
Closed Apple key or both Apple keys. 

Move from menu to menu using the left and right cursor keys. 
(Hold down Open and Closed Apple keys.) 

To review the keyboard procedure for selecting menu options: 
Hold down the Open Apple. Press the Qosed Apple and release 
it. A beep will be sounded. Use the arrow keys to move to the 
menu option you want. 
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While holding down the Open Apple, press the Closed Apple 
again and the menu will open. Move from menu to menu by 
pressing the left or right cursor keys. Move within a menu option 
by pressing the up and down cursor keys. 

To select an option, move the pointer over the option until it 
inverses and release the Closed Apple key or both Apple keys. 


Select By Keys 

There is a shortcut to selecting menu options. Almost every 
option has an Open Apple symbol and letter next to it. Select an 
option by pressing the Open Apple and the corresponding key 
without pulling down menus as described above. 



Op an 

Save 

Print 

Praflx 

Via* 

What's Onlin* 
Ranamt to... 
Dateta 
initialize 
Move File 


If you don't have a mouse, you'll find it quicker and easier to select 
options using the Open Apple and the appropriate key. Hold down 
Open Apple and press the key that represents the option you want 
to select. 

If you forget an option key, you can pull down the menu using the 
above described method or refer to the end of the chapter where 
each menu option is listed. 
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Wherever you are in the program, you always have the option of 
getting out of a selected option by pressing the Esc key, which is at 
the top left of the keyboard. This works like a "Quit" command, 
which takes you back to the previous menu. 


What You Can Do With Trio's Desk 

Accessories 


The Desk Top 

Trio's Desk Accessories uses pull down menus so each of these 
primary options offers a number of choices which you can see by 
pulling down the menu. 



Using the Pull Down Menus 

There are three methods used to pull down the menus and select 
options. 

If you have a mouse: 

Move the pointer over the menu option to select. Press the mouse 
button. The selections will be displayed under that menu option. 
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To choose a selection: slide the pointer down to the selection, 
while holding the mouse button down. The selection is 
highlighted. Release the mouse button and it will be chosen. 


If you want to use the keys: 

Hold down the Open Apple key. Press the Closed Apple key and 
release it. A beep will be sounded. Use the arrow keys to move to 
the menu option you want. While continuing to hold down the 
Open Apple, press the Closed Apple again and the menu will 
open. 

Move from menu to menu by pressing the left or right cursor keys. 
Move within a menu option by pressing the up and down cursor. 

To select a menu option, move the pointer over the option until it 
inverses and then release the Closed Apple key or both Apple 
keys. 


Shortcut Keys 

There is also a shortcut to selecting menu options. Almost every 
option has an Open Apple symbol and a letter next to it. Select 
any of the options by pressing the Open Apple and the 
corresponding key without pulling down menus as described 
above. 

Important Keys 

Before going on, note these important keys are used throughout 
the program: 

1) To Escape from any application or back up one step, use the 
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'Esc' key (top, left comer of the keyboard). 

2) Most features are activated by single letter commands. These 
are the first letter of command words displayed on each menu. 

3) A wrong keystroke will cause a beep. These warnings are just 
telling you to try something. 


Appointment Calendar 

szo 

The Appointment Calendar tracks events you have scheduled each 
day. The calendar can be viewed by month or by day. 


^ File Calendar Index Select Help 
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20 
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25 
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27 

28 

29 

30 




View which day? 01 


To select the Calendar, pull down the SELECT menu and choose 
"Calendar" or press the Apple and" 1" keys. 

The current month is displayed in the center of the screen and a 
prompt at the bottom asks which day you want to view. 
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Enter a day and press Return. For example, to view the fourth day 
of the month, type '04' or '4' at the 'View which day?' prompt. If 
you are using a mouse, you can position the pointer over the fourth 
day and click on the mouse. The screen will change to display the 
day of the month that you indicated. 


Saving Information 

You can enter a time and some brief information that will be 
recorded onto disk for later reference. The information will be 
saved to the disk drive and directory (Volume name) you have 
designated in the FILE menu option "Prefix.' 

You can save your calendars on the same data disk as your letter or 
on a separate disk if you prefer. Each month is saved in a file 
called DESK with a file extension that indicates which month it is, 
such as DESK.0387 for March, 1987. 

You can easily move months to a different disk using the "Move" 
option under the FILE menu. 

Calendar by Day = 

The page is divided into AM and PM appointments. Simply type 
in the text as you normally would. There is no word wrap here so 
press Return when you reach the end of the lin e, 
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June 1988 

Sun Mon Tue Wed Thu Fri Sat 



Saturday, June 4, 1988 


AM: i - 


PM: 

| FOi 

rward 1 Day [Back 1 Day |Erase |Print 

sdJ 


At the bottom of the screen are five options that you can select by 
clicking on them with the mouse or pressing the Apple and the 
first letter of the option. 

Scan Forward and Backwards 

"Forward 1 Day:" This will save any information you have 
entered and display the next day's calendar. Click on it or press 
the Apple and "F" keys. 

"Back 1 Day:" This will save any information you have entered 
and display the previous day's calendar. Click on it or press the 
Apple and "B" keys. 

Clearing a Day 

"Erase:" This will clear the information that has been entered for 
this day, if you click on the option or press the Apple and "E" 
keys. 

You have the option of clearing the Morning (type "M"), 
Afternoon (type "A") or both areas (type "B"). Using the "B" 
option (both Morning and Afternoon) actually frees up disk space 
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but getting rid of this day. 

Printing a Schedule 

"Print:" You have the option of printing the specific information 
for the currently displayed day or every day that has information 
entered. Click on Print or press the Apple and "P" keys. Be sure 
the printer is on and loaded with paper. 

The information you entered for the current day is saved when you 
go to another day or select "Done." This should be done before 
you print a monthly schedule so that day's information is reflected 
in the printout. 


Stop Making Entries 

"Done:" When you have finished entering information, select the 
Done option by clicking on it or pressing the Apple and "D" keys 
(you can also hit 'ESC'.) The information you've just entered on 
that day will be saved to disk and the monthly calendar will be 
displayed. 

Note that the monthly calendar indicates which days have entries 
by displaying a diamond on those dates. 


Display a Different Month 

* 6 \ 


When you select the Calendar, the current month is displayed, 
based on the date you entered when you loaded the program. 
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You can choose to view a different month by pulling down the 
CALENDAR menu and selecting the "Get Month" option, or by 
pressing the Apple and "G" keys. 

A prompt will ask which month and year you want to get. 

Different months can only be selected when the monthly calendar 
is displayed. 

Remove a Month 



If you want to clear out some disk space, you might want to 
discard one of the old months on the disk. You can by pulling 
down the CALENDAR menu and selecting "Remove Month" or 
press the Apple and "R" keys. Then enter the month you wish to 
erase from the disk. 

You can also move calendar months to a new disk, as explained 
above (under the Move Files option.) 


The Index 

* 2 I 


The Index section of the Desk Accessories can be designed to 
work like an address book or file system. You can design the type 
of records you want to keep by creating a form. 
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The form is simply made up of up to ten fields, which are like 
lines on a form. If you create an address book, these fields might 
be called Name, Address, City, State, Phone, etc. 

You can use the Index by pulling down the SELECT menu and 
choosing "Index" or by pressing the Apple and 2 keys. 

Now that the Index is on screen, you can see the four options 
available when using the Index, by pulling down the INDEX 
menu: Create, Add, Find and Sort. 


Storing the Index on Disk 

Before you set up an Index, decide where you would like to store 
the index cards that you enter. 

It's easier if they are stored on the same data disk as the letters you 
write and the calendar months you keep because then you won't 
have to change the Prefix each time you need to retrieve or save 
data. Insert the disk in the data drive. 

If you plan to store the Index cards on a separate disk, you should 
initialize that disk using the "Initialize" option under the FILE 
menu. 

Be sure to use a new disk because initializing it will erase any 
information that is currently stored on it. 

It is easiest to keep the Index cards on the current data disk with 
everything else. Later if you need to move your card file, you can 
use the "Move" option found under the FILE menu. The cards are 
stored on disk under the file name "DESK.IDX." 
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Create an Index Form 

EU 

"Create" is used for designing your Index card form. You can 
select it by pulling down the INDEX menu and selecting the 
"Create" option or by pressing the Apple and "C" keys. 

If you are using it for a telephone/address book, you might want a 
form that includes these items: 

#1: Name 

#2: Tide 

#3: Company 

#4: Street 

#5: City 

#6: State 

#7: Zip 

#8: Phone 

#9: Social Sec. # 

#10: Misc. 

When you select "Create" a box called "Define A Field" is 
overlayed on screen which asks you to enter the length of the first 
field — up to 25 characters long. You are then asked to enter the 
name of the first field. A name can be up to 15 characters. 
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After specifying a length and a field name for each field, you are 
then asked to position this field somewhere on the screen. The 
position of each field on the screen will be the position of each 
field when printed. Position the fields on the screen as you want 
them to look on paper, using the arrow keys. 

Once the field is positioned, the program will ask if the field is 
correct. Is the field name correct? Is the length correct? Is the 
field positioned correctly? If the answer to any of these questions 
is no, you can re-enter the correct information. 

Do not press ESC to re-enter information. ESC should only be 
used when you want to exit Create A Book. 


Field Length and Name 

If you create the form shown above, you would type 25 at the 
"Enter field length:" prompt. You are then prompted to enter the 
field name, which can be a maximum of 15 characters. Type in 
"Name" at this prompt and press RETURN. 
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Field Position 

The field name and a line, the length of the field, will appear at the 
bottom of the screen. You can move this to any place on screen 
using the cursor arrow keys or the mouse. This is how you design 
the way the form looks for future entries. 

You might want to move "Name" up and to the left of the screen. 
When you have positioned it where you want, press Return. 
Answer "Y" (or "y") to the prompt "Is this field correct?" if the 
answers to the following questions are yes: 

Is the field name correct? 

Is the field length correct? 

Is the field positioned correctly? 

If the answer to any of these questions is no, answer "N" (or "n") 
to this prompt and re-enter the correct information. 

The "Define a field" window opens again so you can enter the 
name and length of the second field. Note that the bottom of the 
screen indicates there are nine fields left. 

You might enter "Title" as the second field name and a length of 
20 characters. Then position it on the next line. 
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Continue to enter the name and length of each field and position 
them where you want them to appear on screen. When you fini sh 
entering in field names, press Return at the 'Enter Field Length:' 
prompt and confirm that the format is correct. 

If all the information is correct, press Y. The next step is to define 
a label. 

If the form is not correct, press N. The form will be erased and 
you'll be able to re-enter the field names and lengths. 

Define a Label 

Trio's Desk Accessories will print your Index cards in two forms: 
as a list or in mailing label format. After you've designed a Index 
card format, you are prompted to define which fields will appear 
on a label. 

Two windows open for label design. The left window lists each 
field name and the right window is where you'll set the label 
design, much like the method used to design the screen form. 

Select a field by moving down the list using your mouse, the 
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arrow keys or by pressing the number next to it. When you press 
Return the field is put on the bottom left comer of the label design. 
You can place it anywhere by using the arrow keys or your mouse. 


Each field is displayed with its field number. Press RETURN 
when you have positioned the field appropriately. 


£ File Calenda 

ir Index Select Help 


10 Name 

1 Title 
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b Street 
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[Label Complete 



4 F 

ields Remaining 


If you make a mistake in your label design, select 'Label 
Complete*. Trio’s Desk Accessories will ask you if the 
information is correct. Respond "N" (or "n") and enter the correct 
label design. 


Note: Do not press ESC to make corrections. ESC should only be 
used to exit CREATE A BOOK. If you accidentally hit ESC, 
Trio's Desk Accessories will ask you to confirm the decision to 
leave CREATE A BOOK. 

You might want to create a mailing label to look like this: 
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f 


Natalie Simpson 


855 East 49th Street 


New Yrok, N.Y. 10010 


V__1---— 

-j 


At this point you should have a disk in the drive that you plan to 
store your index cards onto. This could be your standard data disk 
or a special one just for the Index. 

When you have finished, select "Label Complete" and press 
Return. You'll be prompted to indicate if the information is 
correct. If you answer Yes the label format will be recorded onto 
the data disk. If you answer No, the label form will be erased and 
you can set it up again. 

If you select" Y" to save the format, the program will indicate that 
this will erase any previous Index records on the disk. The 
program stores all the Index cards in a file called "DESK.IDX." If 
you had previously set up an Index file, the program will ask if 
you want to replace this index. 

Usually, you'll keep one address book Index with everyone you 
know in it. It will be set up once and added to over a period of 
time. However if you wanted to keep two different types of Index 
files, such as a phone book and an inventory form, you would 
need to keep them on separate disks. 
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Add More Index Cards 

« B | 

You can enter information by selecting the "Add" option from the 
INDEX menu or pressing the Apple and "A" key. A maximum of 
200 cards per file is available. 

The cursor will flash in the first field and you can type in the name 
of the person you are adding to the Index. For example — type 
"John Jones" here and press Return. 

The cursor moves to the next field, "Title." Type "President" here 
and press Return. As you can see the cursor will move to each 
field so you can enter the appropriate text. 

You can delete text in a field by pressing the Delete key. You can 
move left and right within the field using the left and right arrow 
keys. 



Even after you've entered all the information into the fields, you 
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can continue to make changes before you save the card. The up 
and down arrow keys will move the cursor to the previous and 
next field 

The information on the card will not be saved to your data disk 
until you click on the "Save" box at the bottom of the screen or 
press the Apple and "S" keys. After you have saved the card to 
disk, the next blank card appears to enter data. 

When you have finished entering information, click on the "Done" 
box or press the Apple and "D" keys. 


Find a Card or Group of Cards 

f*~H 

You can search for a card or group of cards by searching a 
particular field. Pull down the INDEX menu and select "Find" or 
press the Apple and "F" keys. 

The cursor will be flashing in the first field. Move the cursor to 
the field that you want to search. 

If you wanted to find all the cards that contained "New York" in 
the "City" field, you would first move the cursor to the "City" field 
by pressing the down arrow key. Type "New York" in the field. 
Click on the "Find" box or press the Apple and "F" keys. 

Note that you can also search for cards using part of a field. For 
example, if you wanted to find all the cards that had cities that 
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contained the letter "N", you would enter an "N" in the city field. 
Then it would search for New York, Newark, Binghamton and any 
city containing the letter "N". 


View the Cards 

There are seven options displayed at the bottom of the screen. 

Four are used to view the cards that are found in a search. 

First: If you click on this box, or press the Apple and "F" keys, 
the first record in the group found will be displayed. For example 
if your search turned up ten cards with "New York" in the city 
field, it would display the one that was entered first. In the next 
section you will see how you can sort your records alphabetically. 

Last: Similarly, if you click on this box, or press the Apple and 
"L" keys, the last record in the group found will be displayed. For 
example if your search turned up ten cards with "New York" in the 
city field, it would display the one that was entered last. 

Next: This will display the next card found in a group. 

Previous: This will display the previous card displayed from a 
group. 


Change a Card 

Change: If you see a card that needs updating, you can do that by 
clicking on the "Change" box or pressing the Apple and "C" keys. 
This will put the flashing cursor in the first field. 

You can edit a card the same way as you would when you entered 
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the information. Use the left and right arrow keys to move within 
a field. Use the Delete key to erase text. Use the up and down 
arrow keys to move to the different fields. 

Erase a Card 

Erase: You can erase a card from the Index by clicking on the 
"Erase" box or pressing the Apple and "E" keys. 

The program will prompt you to enter a "Y" to erase the currently 
displayed record. 

When you have finished viewing or changing information, click 
on the "Done" box or press the Apple and "D" keys to leave the 
"Find" options of Index. 


Sort the Index 

GlU 

You can sort cards alphabetically. Pull down the INDEX menu 
and select "Sort" or press the Apple and S keys. 

A window opens with the names of all the Index fields. Select the 
field you would like to sort by. Move to the field using your 
mouse, the arrow keys, or press the number next to the field and 
press RETURN. 
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A)scendlng or Descending sort? 


The bottom of the screen will prompt you to indicate if you would 
like an ascending (a-z) sort or a descending (z-a) sort order. Press 
"A" or "D" and the program will take a few moments to sort the 
cards. 


By the way, be consistent in your entries. Numbers are sorted by 
ASCII values so if you use three digit numbers, express 1 as 001, 
etc. Don't worry about distinguishing between upper and lower 
case names, they are treated the same by the Desk Accessories. 


Print the Index Cards 



You can print out all the Index cards you have on file in label or 
list format. Pull down the FILE menu and select "Print' or press 
the Apple and "P" keys. 

The dialogue box that opens provides you with some formatting 
capabilities, which can be selected by using your mouse or by 
pressing the down arrow to highlight each. 
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List Settings: (These settings are only available in the INDEX 
section. These settings are in effect when you choose "Print List" 
from the "ACTION" menu above.) 

Use field names: This is a toggle that, by pressing Return (or the 
mouse button), changes the option from"Yes" to "No." If you 
specified "Yes," then each card will be printed with the name of 
the Index fields next to the information in each field. 

Label Settings: (These settings are only available in the INDEX 
section. These settings are in effect when you choose "Print 
Labels" from the "ACTION" menu above.) 

Labels across page: You can instruct the program to print up to 
nine labels across the page. Highlight the option, enter a number 
and press Return. 

Label width: You can designate how many characters wide a label 
can be, depending on the actual width of the label you are using. 
The minimum width is 1 and the maximum is 99. 
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Label height: This determines the maximum number of lines that 
could be printed on a single label. Generally six lines of text equal 
1" so a 1 1/2" high label could print nine lines. A little further 
ahead, we will discuss how you can actually test the label size. 

Label gap (Left/Right): This allows extra characters to be left 
blank between labels if you are printing more than one across. For 
example, if each label was 24 characters wide, you might want to 
designate a gap of three characters between the labels so the 
second label would start in column 27. The maximum setting is 
99 and the minimum is 0. 

Label Gap (Up/Down): This will skip spaces between labels. For 
example, lets say you are printing four lines on a label that is six 
lines high. After the first label prints, you will want to skip two 
spaces so the print head is lined up at the top of the next label. 

The maximum setting is nine and the minimum is zero. 


Global Settings 

Changes made here will effect text that is printed out in the 
Calendar, Notepad and Calculator sections; as well as the Index 

section. 


Test Label Size 

Before you run off your Index labels you should perform the label 
size test. Select the option and a dialogue box will open with 
instructions. 

Put blank paper in the printer and ran the test. A label form is 
printed. Place a label over the top left comer of the text and you'll 
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see the size of the label and how it will print. 

If the label test does not print properly (i.e. field names are all on 
the same line) check your global settings. Change the "End of line 
action:'' from "Nothing" to "Line feed" if field names are not 
positioned correctly. 

Once you've designated the printing options you want and tested 
the label size, you can print out your Index cards. 


Print Labels 

Highlight the "Print Labels" option. If you press Return, the Index 
card format is displayed so that you can enter the range of labels to 
print. Line up your labels in the printer. 

If you only want to print all the cards with "New York" as the 
address, enter "New York" in the city field, just as you would 
when searching for a card. 

If you want to print all the labels, don’t enter any criteria. Click on 
the "Print" box or press the Apple and "P" keys. The labels will 
be printed in sorted order. 

Print List 

You can also print a list of all Index cards. Highlight "Print List" 
by pressing the down arrow key and press Return. Instead of 
printing just the information specified on the labels, all the 
information on the card will be printed in the same format as it is 
displayed on the screen. 
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If you specified "Use field names," then each card is printed with 
the fields names next to the information in each field. As with 
labels, you can enter search criteria to isolate certain cards before 
you print. 


Move an Index File 


* M | 


If you run out of disk space or want to move the Index to another 
disk, use the "Move" option under the FILE menu. 

All the Index cards are stored in a single file called "DESK.IDX." 

Deleting an Index File 



If you run out of disk space and want to delete the Index, you can 
use the "Delete" option found under the FILE menu. 

All the Index cards are stored in a single file called "DESK.IDX." 


The Note Pad 



Another feature of the Trio's Desk Accessories is the four-page 
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note pad that can be pulled up at any time while you are using the 
program. 

Pull down the Apple menu and select "Note Pad" or press the 
Apple and "N" keys. 

A small pad appears on screen over the work you are currently 
doing in Trio’s Desk Accessories. You are on page 1 as indicated 
at the bottom of the pad. 



Type in a note to yourself as you normally would. You can delete 
text with the Delete key and move around the screen using the 
arrow keys. You have to press Return when you reach the end of a 
line. 

There are five options available when you use the Note Pad. 

"Forward Page:" Click on this box or press the Apple and "F" 
keys to display the next note pad page. 

"Back Page:" Click on this box or press the Apple and "B" keys to 
display the previous note pad page. 
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"Erase:" Click on this box or press the Apple and "E" keys to 
erase the current page (press "P") or all the pages at once (press 
"A"). 

"Print:" Click on this box or press the Apple and "P" keys to print 
the current page (press "P") or all the pages at once (press "A"). 
Note that the printer slot and line feed option that you set in the 
Global Printer Settings are used here. All the other printer options 
are irrelevant and thus ignored in this section. 

"Done:" Click on this box or press the Apple and "D" keys to stop 
using the Note Pad. You can also press the Esc key to stop. After 
saving your notes to disk, the note pad will disappear from the 
screen and you can resume whatever task you were working on 
previously. 


The Calculator 

Trio's Desk Accessories also have a standard four-function 
calculator with memory available whenever you need it. Pull 
down the Apple menu and select "Calculator" or press the Apple 
and "K" keys. 

Use it as you would any normal calculator by entering numbers 
and the math symbols A *, -, + and =. 

You can press the keys on the keyboard or, if you have a mouse, 
click on the screen. 

Change the sign either by clicking on the "+/-" box or by pressing 
the space bar. 
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Here are a few more features: 


Clear Calculator 

"Ciear/Clear All:" Click on this bar once to clear the entry and 
twice to clear the calculator. Or press the Apple and "C" keys. On 
the //GS and newer //e's you can use the "clear" button. 


Store in Memory 

"Sto:" Save the results of a calculation. This is stored in one of 
ten memory locations that you specify as shown on the right. Click 
on this button or press the Apple and "S" keys. Then specify 
which cell to store the results of the calculation in. 

Recall " 

"Rcl:" Calculations that were saved can be recalled at any time. 
Specify which memory location you wish to recall. Click on this 
button or press the Apple and "R" keys. 


Print 

"Prt:” This turns the printer on so that every entry is sent to the 
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printer, just like a paper tape. Click on this button or press the 
Apple and "P" keys to turn the printer on and off. The current 
printer status is displayed at the bottom comer of the screen. 

Note that the printer slot and line feed option that you set in the 
Global Printer Settings are used here. All the other printer 
options are irrelevant and thus ignored in this section. 

When you have finished using the calculator, press the Esc key (or 
click on the done box at the bottom of the screen) and it will 
disappear from the screen and you can resume whatever task you 
were working on previously. 


Quit Desk Accessories 

* Q | 

Whenever you finish using the Trio's Desk Accessories for the 
day, use the Quit option. Pull down the FILE menu and select 
"Quit" or press the Apple and "Q" keys. 

You'll be asked to confirm that you wish to leave the program. 
Press the "Y" key to leave. Press "N" or the Esc key if you change 
your mind. 


Disk Storage 

While you can store your data directly onto the working disk, you 
should keep tabs on how much space is left. 

Use the View option to load the directory and see how much disk 
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space is left. 

Another way to free up space is by removing days in the Calendar 
section. Simply bring up the day you wish to remove and select 
ERASE. Choose the Both option, to erase both the Morning and 
Afternoon. 


Command List 

Press either Apple key and the letter to select an option: 

1 Access Calendar 

2 Access Index Cards 

A Add an index card 

C Create an Index Card format (Index) 

D Delete a file 

F Find an index card on file (Index) 

G Get a Calendar month 

H Help screens 

K Calculator 

M Move file to another disk 

N Notepad 

Q Quit or exit the program 

R Remove a month (Calendar) 

V View directory 

W What's online 

S Sort the index cards (Index) 

X Change file Prefix 

T Rename a file to... 

Z Initialize data disk 
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DESIGNER 

NOTES: 

Trio Plus is the result of the efforts of the following people: 

KEN CURRIER, Softsync's founder, conceived of the idea of an 
integrated package for Apple users. The goal he set was to create 
an Apple // program that met the standards of the best productivity 
software available on any computer. By using a consistent design 
throughout the programs, he wanted it to be as easy to learn all 
three programs as it is to learn one. 

DAVID HERSEY, Softsync’s senior programmer, designed and 
wrote the desk accessory code. He is a graduate of Union College 
where he majored in Computer Science. While attending college 
he taught computer literacy courses to high school students and 
has written programs for Uptime, the nationally distributed 
magazine on disk. 

PETER ULRICH has a Ph.D. from Harvard University and is a 
research scientist at Rockefeller University in New York City. In 
addition to writing a number of system utility programs for 
Softsync, he designed and wrote a prize winning version of TRIO 
CALC for the Commodore computer. He wrote TRIO CALC and 
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FILE for the Apple version with the goal that they would be as 
sophisticated as any electronic spreadsheet but simpler to use. 

WILLIAM CAREY teamed up with Dave to work on the desk 
accessory code. Between them, they spent many months working 
to create utilities that were easy to use and extremely powerful. 
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Appendix B: Customer Service 


Service and Replacement Policy 

If this disk should fail within 90 days of purchase, return with 
proof of purchase for FREE replacement. After 90 days from date 
of purchase, include $7.50 for replacement, plus $2.00 for 
shipping and handling. 

Return the defective copy, with proof of purchase to Softsync, 

Inc., 162 Madison Avenue, New York, N.Y. 10016. Attn: 
Customer Service. 


Copyright 

The manual and software described in it are copyrighted with all 
rights reserved. The manual or software may not be copied, in 
whole or part, without written consent of Softsync. You may not 
sell, rent, lease nor transfer copies of manual or software in any 
other way without prior written consent of Softsync. 
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Apple Licencense Agreement 

"APPLE COMPUTER, INC. MAKES NO WARRANTIES, 
EITHER EXPRESS OR IMPLIED REGARDING THE 
ENCLOSED SOFTWARE PACKAGE, ITS 
MERCHANTABILITY OR FITNESS FOR ANY PARTICULAR 
PURPOSE. THE EXCLUSION OF IMPLIED WARRANTIES IS 
NOT PERMITTED BY SOME STATES. THE ABOVE 
EXCLUSION MAY NOT APPLY TO YOU. 

THIS WARRANTY PROVIDES YOU WITH SPECIFIC LEGAL 
RIGHTS. THERE MAY BE OTHER RIGHTS THAT YOU MAY 
HAVE WHICH VARY FROM STATE TO STATE." 

ProDOS is a copyrighted program of Apple Computer, Inc. 
licensed to Softsync, Inc. to distribute for use only in combination 
with Trio Plus. Apple Software shall not be copied onto another 
diskette (except for archive purposes) or into memory unless as 
part of the execution of Trio Plus. When Trio Plus has completed 
execution Software shall not be used by any other program. 
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A 

Absolute references, 99,106, 
125-126 

Arrange, 152,161 

ASCII Macros, 52, 61,121, 

155 

Automatic recalculation, 115 

B 

Beginning of document,79, 

131,139,169 

Blank 

Cell, 87 
Key, 112 
Line, 51 
Page, 51 
Record, 149 
Building a Sample, 89 

c 

Calculator, 203 
Calendar, 181 
Cancel, 22, 71 
Cell length, 90 
Cell pointer, 78, 138 
Center text, 51 
Circular reference, 116 
Clear 


Calculator, 204 
Day, 183 
Document, 39 
Command Keys 
Calc, 73,123 
Desk Accessories, 206 
File, 135,161 
Word, 17,61 
Configure, 157-158 
Control codes, 120-121,155, 
167 
Copy 

Cell, 94 
Field, 146 
Formula, 99,105 
Multiple, 32 
Record, 146 
Rows/Columns, 96,146 
Text, 30, 62 
Create 

File, 139 
Index, 187 

Cursor keys, 26-27, 68-69, 

74,131,169 

D 

Data Disk, 15,174 
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Date, 173 

Definition of Terms 
Calc, 123 
File, 161 
Word, 60 
Delete 

Character, 68 
Fields, 149,169 
Index, 201 
Record, 149, 169 
Row/Column, 111-112 
Desktop, 171,173, 179 
Directory, 39,124 
Disk Space, 205 
Disk Options 
Calc, 118 
File, 153,162 
Word, 62 

Document Size, 39 

E 

Edit, 

Database, 145-146,163 
Index Card, 195 
Key, 85, 86 
Spreadsheet, 110 
End of Document, 39, 79, 
131,161 
Enter Text 

Calc, 79, 89 
File, 144 
Word, 24 


Erase 

Index Card, 196 
Text, 31, 63 
Expenses, 104 
Exponentiation, 133 

F 

Find 

Index Card, 194 
Record, 150-151,164 
Word, 33, 63 
Format a disk, 35,39 
Form letter, 45 
Formula 

Copy, 99 
Key, 82 
Percent, 98 
Symbol, 131,132 
Functions, 108,133 

G 

Global 

File, 40 
Printing, 54 
Setting, 199 
Go to, 92,150,165 

H 

Header, 52 
Help 

Calc, 117 
File, 159,165 
Word, 12,23,64 
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I 

Index Card, 185 
Insert 

Field, 146,165 
Index Card, 193 
Record, 146,165 
Row/Column, 111-112 
Space, 67 
Text, 64 
Integration 

Calc With Word, 55 
File With Word, 57, 62 

J 

Join, 41,46-47 
Justification 
Right, 51 
Full, 52 

K 

Keyboard, 176, 178 
Klipboard,40-47, 65 

L 

Labels, 190, 199 
Layout, 91 
Length 

Cell, 90 
Index, 188 
Record, 140,165 
License Agreements,210 
Line Spacing, 51 
List Commands, 67 


Loading 

Calc, 76 

Data File, 25, 37 
Desk Accessories, 172 
File, 137 
Trio, 13 

M 

Mail merge, 57 
Margins 

Block, 52 
Change, 48 
Set, 21, 67 
Mathematical 

Functions, 108,133 
Symbols, 74, 88-89 
Matrix, 107,141,166 
Memory 

Calculator, 204 
Remaining, 66 
Menu, 179 
Month 

Display, 184 
Remove, 185 
Mouse, 176,179 
Move 

Begining/End, 79 
Cell Contents, 86 
Cursor, 68-69, 74, 77, 

110 

Index Card, 201 
Text, 30, 62 
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N 

Natural order of recalculation, 
115 

Note Pad, 201 

o 

Option Keys, 178 

P 

Page Break, 51 
Page number, 48, 66 
Paper size, 49, 67 
Printing 

Calculations, 204-205 
Commands, 19, 69 
Documents, 47 
Embedded Commands, 
49 

Index Cards, 197 
Labels, 200 
List, 200 
Options, 66 
Records, 154, 166 
Schedule, 184 
Pull-down Menu, 179 

Q 

Quickstart, 11 
Word 17 
Calc 73 
File 135 

Quit 

Calc, 114 


Desk Accessories, 205 
File, 160,168 
Word, 66 

R 

Range of cells, 96,147 
Recalculate, 115,129 
Recall, 204 

Relative references, 99,106 
Rename, 38 
Replace text, 33,63 

s 

Sample Spreadsheet, 89,121 
Save 

Calendar, 182 
Document, 35 
Index, 186 
Range, 37 
Records, 153 
Scan, 183 
Search, 150-151 
Sort 

Index Cards, 196 
Records, 152 
Spacing, 51 
Store, 204 
Strike over, 28, 64 
Style, 93, 129 
System requirements, 13 

T 

Tabs 

Set, 29, 67 
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Erase, 67 
Titles, 143, 168 
Totaling, 97, 102 

u 

Undo Erase, 32, 67 

V 

Value, 80,130 
Variable text, 40 
View Cards, 195 

w 

Window, 113,159,168 
Word wrap, 23 

z 

Zero key, 108,130 
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SOFTSYNC LICENSE AGREEMENT 


Carefully read all the terms and conditions of this agreement prior to 
breaking the disk seal label. Breaking the disk seal Indicates your 
acceptance of these terms and conditions. 

If you do not agree to these terms and conditions, return the unopened disk with the 
disk seal label intact and unbroken together with the other components of this 
product to the place of purchase and your money will be refunded. No refunds will be 
given if the product is returned with its disk seal label broken or removed, or if there 
are missing components. 

1. LICENSE: You have the non-exclusive right to use the enclosed software. This 
software can only be used on a single computer. You may not physically transfer the 
software from one computer to another over a network. You may not distribute 
copies of the software or documentation to others. You may not modify or translate 
the software or documentation without prior written consent of Softsync. You may 
not use, copy, modify, or transfer the software or documentation, or any copy, 
except as expressly provided in this agreement. 

2. LIMITED WARRANTY: The software and manual are sold "AS IS", without warranty 
as to their performance. The entire risk as to the quality and performance of the 
software is assumed by you. Softsync does not warrant, guarantee, or make any 
representations regarding the use of, or the results of the qse of, the software in 
terms of correctness, accuracy, reliability, currentness, or otherwise, and you rely 
on the software and results solely at your own risk. You, and not Softsync or any 
dealer or distributor, assumes the entire cost of all necessary servicing, repair, or 
correction and any incidental or consequential damages. 

Softsync warrants to the original purchaser that the medium on which the software is 
recorded shall be free from defects in materials and workmanship under normal use 
and service for a period of ninety (90) days from the date of purchase. If during this 
period a defect in the product should occur, the product may be returned to Softsync 
postage pre-paid with proof of purchase. Softsync will replace or repair the product 
at Softsync's option without charge to you. Your sole and exclusive remedy in the 
event of a defect is expressly limited to replacement or repair of the product as 
provided above. 

If failure of the product resulted from accident, abuse or misapplication of the 
product, then Softsync shall have no responsibility to replace or repair the product 
under the above terms. 

The above warranties for goods are in lieu of ail other express warranties and no 
implied warranties of merchantability and fitness for a particular purpose or any other 
warranty obligation on the part of Softsync shall last longer than ninety (90) days. 
Some states do not allow limitations on how long an implied warranty lasts, so the 
above limitation may not apply to you. In no event shall Softsync be liable for 
indirect, special, or consequential damages, such as, but not limited to, loss of 
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anticipated profits or benefits resulting from the use of this software, or arising out of 
any breach of this warranty. Some states do not allow the exclusion or limitation of 
incidental or consequential damages, so the above limitation may not apply to you. 
This warranty gives you specific legal rights, and you may also have other rights 
which vary from state to state. 

3. TERM: This license is effective until terminated. You may terminate it by 
destroying the software and documentation and all copies thereof. This license will 
also terminate if you fail to comply with any term or condition of this agreement. You 
agree, upon such termination, to destroy ail copies of the program and 
documentation. 

4. MISC: This license agreement shall be governed by the laws of the State of New 
York and shall inure to the benefit of Softsync, Inc., its successors, administrators, 
heirs, and assigns. 

5. ACKNOWLEDGEMENT: You acknowledge that you have read this agreement, 
understand it, and agree to be bound by its terms and conditions. You also agree that 
this agreement is the complete and exclusive statement of agreement between the 
parties and supersedes all proposals or prior agreements, verbal or written, and any 
other communications between the parties relating to the subject matter of this 
agreement. 


SERVICE POLICY 


EEBLACEMENX..PQL1C.Y 

If this disk should fail within 90 days of purchase, please return 
with proof of purchase for FREE replacement. After 90 days from 
date of purchase, include $7.50 for replacement, plus $2.00 for 
handling. 

You can obtain a replacement disk of the program by returning the 
defective copy, with your proof of purchase to Softsync, Inc., 162 
Madison Avenue, New York, N.Y. 10016. Attn: Customer Service. 

COPYRIGHT 

This manual and the software described in it are copyrighted with all rights reserved. 
This manual or software may not be copied, in whole or part, without written consent 
of Softsync. You may not sell, rent, lease nor transfer copies of the manual or 
software in any other way without the prior written consent of Softsync. 

Softsync, Inc. 

162 Madison Avenue 
New York, N.Y. 10016 
(212) 685-2080 






